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CHAPTER I 
HISTORICAL DEVELOPJ4EN'T 
Introduction; Need ot Records and Reports 
Records are necessary for ettioient management ot a business, whether 
private or public (46:506). Detinite and reliable technique must be pro-
vided b.Y which such records may become accessible, truthful, and complete 
(32al-17). It this is true in the business and industrial world the same is 
also true concerning the administration ot eduoation. Education has become 
one ot the large businesses ot a community and like ~ other it must be 
run etfiDiently (35:1-2). In the report of the Committee on Unitor.m Records 
and Reports to the Rational Council at Saint Louis in 1912, Harlan Updegraft 
drew a similar comparison: 
Our sohools have grown in JIIIloh the same manner as has the 
business ot a storekeeper in a small town, which inoreased as the 
munioipa1ity until it became a prominent factor in the commercial 
lite of "a large city. When the business was small and its owner 
could personally supervise all the details ot the bookkeeping 
system he could well regard his entire establishment as a single 
unit, but as it grew larger and he mew less and less of the de-
tails, it beoame neoessary tor him to adopt a system ot acoount-
ing which would separate ~he businesses ot the various depart-
ments as they inoreased in number and which would at the same 
time lay a oarefUl, soientitic c1assitication ot expenses and 
reoeipt items, reveal leaks, oheck wastes, and .easure profits 
(55:47). 
w. G. Reeder in -The Fundamentals of School Administration- say81 
Proper statistics are the foundation and the framework tor 
an efticient administration ot a sohool system; without suoh data 
the superstructure ot the systam is not well buttressed. • • • 
The choosing ot policies which have not grown out of oomplete in-
tor.aatioD is likely to result in the toisting ot vioious policies 
upon the sohool systam; attempting to exeoute policies without 
having ~ statistics to serve as a guide is like unto attempting 
-1-
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to steer a ship across the pathless waste ot the ocean without 
chart and oompass; and not to oolleot intor.mation which is 
~aloulated to show the effioienc.y ot each school employee. eaca 
pupil. eaoh material. and eaoh prooess is to permit things to 
'run themselves ,--that would never do (46:506-507). 
The demand for oertain school records can be defended trom several 
points of vi ... , (1) Reoords lDU.st shOll' hOll' well the school is meeting the 
legal requirements of the state. the oount,y. and the local distriots; (2) 
records increase the general administrative efficienc.y of the school system; 
(3) records lDU.st justify the existence of the school and seoure adequate 
support tor it; (4) records supply data needed by the teaoher regarding the 
ohildren's native ability and past experiences (29-187). 
Statement ot Purpose 
!his stu~ is an attempt to evaluate present systems ot child aooount-
ing and to oonstruct a system ot unitorm' records and reports to be used in 
the torty-nine schools under the direction ot the Poor Sisters of Saint 
Franois seraph ot the Perpetual Adoration. 
The making of this investigation necessitates five separate tasks: 
, 
1. The examination of the present record and report torms with 
referenoe to the frequenoies of the t01"Bl8 and ot the items which 
appear on the torma. 
2. The oonstruotion ot a questionnaire prepared to obta~n the 
trequenoies ot the uses ot the various items in solving eduoation;" 
al problems. 
3. The request tor oomments by the prinoipals to obtain items 
not listed on the questionnaire. and the evaluation ot these items. 
4. The selection ot it ... recommended for the improvement ot 
the reoord and report torms used in this system of schools. 
5. The preparation ot a set ot tentative basio reoord torms to 
be suggested tor use in the sohools ot the Poor Sisters ot Saint 
Franois Seraph ot the Perpetual Adoration. 
2 
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~Early School Records and Reports 
Little is known concerning the earliest practices in child aocounting 
(29:20). Hon. John Eaton, the Second United States Commissioner of Eduoa-
tion, in an address before the National Eduoational Association in 1872, 
said: 
We cannot tell when teachers first used registers, ••• 
nor what items they first inoluded, nor when they began to re-
port the work done in their schools to a supervisory authority 
(42,45). . 
School Journals which were published before this time refer to the 
register. It is mentioned as early as 1831. The register was frequ~ntly 
referred to as the "book," the "catalogue," and the "bill" (29120). 
In the early development of the Amerioan sohools there was little need 
of maintaining a record of all the children of a sohool district or a com-
munity (2813). The school organization was simple in character, consisting 
of one or two teachers, or at most one or two buildings, and definite knawl-
edge with reference to school needs oould easily be attained (49,281). The 
economic and social life of the people was simple. There was no need of 
high educational achievement to provide a satisfactory living. Inadequate 
means of communication and transportation often kept the small communities 
far apart. Education was considered a private function. Life in one group 
was not greatly affected by that of another (13:307). Attendance of the 
children at school was apparently the concern of neither teacher nor parent. 
ObViously, under such conditions child accounting was unnecessary. 
Social and economic conditions ohanged rapidly. Improved means of 
oommunication and transportation brought distant communities into more inti-
mate relationship. As a result of, or oonourrent with these sooial and 
.- 4 
eoonomio ohanges there was a comparable shift in the attitude of the people 
toward education. Parents demanded that their children be educatedtat 
'/ 
public expense; school authorities demanded that' ehildren attend school for 
a oertain number of years and for a definite period each year (28:3-4). 
When free public schools were organized and when aid in one fonn or 
another was given them through laws passed by state and looal governments~ 
ohild acoounting began to assume a position of importance. It was then 
necessary that certain school records be kept from which reports might be 
made to satisfy the law. The Philadelphia Report of l8l8~ the Cleveland 
Report of l834~ the New York Report of l834~ the Chicago Report of 1853, and 
the Detroit Report of 1863 contain certain general data regarding at~endance 
and tard~ness among pupils. At that time, the percentage of attendance was 
considered an indication of school efficiency. Hence, records were compiled 
to obtain a high percentage of attendance (32119). 
Efforts of the National Education Assooiation to Seoure 
Uniformity in Reoords and Reports 
The need for an effeotive system of sohool records and reports as the 
fUndamental principle for school administration has been most foroibly and 
convincingly presented at the meetings of the National Eduoation Assooiation. 
The Association, originally the National Teaohers' Assooiation~ has 
exerted an influence in behalf of uniformity of tenninology and it has empha-
sized the need for an aoourate and complete system of ohild accounting 
reoords. 
From the time of its organization in 1857 the subject of reoords was 
discussed at numerous meetings (32:22) (50:20) (29:51). 
The seoond session or the first anniversary meeting of the Assooiation 
was held at Cincinnati in 1858. At this meeting the following resolution 
ill 
was reported: 
A oommittee of three be appointed to report at the 
next meeting of the Assooiation, a basis for keeping "School 
Registers" and making'"Annual Reports" adapted to the wants 
of teachers and school officers throughout the countr,y (42,41). 
Two years later in 1860 the Rational Teachers' Association met at 
Buffalo. At this meeting the importance of acouraoy and uniformity in ter-
minology of sohool reoords were disoussed. The Committee reoommended these 
items to be kept on the attendance records: 
1. Whole number of pupils enrolled during the year; 
2. Number transferred during the year; 
3. Average number belonging to the sohool town; 
4. 4verage daily attendanoe (41:254). 
At the Harrisburg meeting in 1865, Andrew Riokoff brought out the 
importance of having oertain information regarding attendance of pupils; 
namely, 
The average length of time the oommon schools have been 
kept open, the number of ohildren entered, the average number 
belonging and average daily attendance, the number of children of 
eaoh age attending sohool, and, so far as possible, the nature 
of the attendanoe as to the length of time children remain in the 
schools and the degree of regularity in attendance while enrolled 
(41:557-558). 
In the following year, 1866, the meeting was held at Indianapolis 
where the following questions were presented for disoussion. 
Haw shall the register be reokoned? 
Haw shall averages be obtained? 
Shall the roll of pupils be taken twice a day or once? 
(41:575-576). 
At the meeting in 1871 tentative plans fo~ recording sohool attendance 
were drawn up and a Committee on Sohool Statistios was appointed to try out 
the suggestions for a year in the schools of Chicago, Cinoinnati, and 
5 
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saint Louis. The following year W. T. Harris presented the report of the 
committe, with the general conclusion that: 
The advantages gained by the adoption of the new system 
consist wholly in the absolute reliability of its results for 
comparative purposes. No margin has been left for any arbi-
trary construotion on the part of the teacher. or for differen-
ces on account of strictness or laxity of disoipline 
(41,260-270) • 
In the same year. Hon. John Eaton further emphasized the necessity of 
uniformity in records and reports in his address. "Eduoational Lessons in 
statistios" (50,21). 
The committees of 1874. 1881. and 1891 were appointed for the purpose 
of developing unifor.m terminology and procedure in the preparation and ' 
collection of information regarding sohool statistios. The work of these 
committees was not satisfactory as they failed to deal with the statistios 
of the individual child but rather with that of the group (32122). 
In 1877. the announcement was made that the statistios of that time 
were almost useless as standards of oomparison. The reasons for these use-
less records were attributed to publio indifference. official indifference. 
6 
laok of authority on the part of officials to secure proper returns. lack .. 
of uniform understanding as to the meaning of ter.ms. and an endeavor on the 
part of those who oampile statistics to prove certain preoonceived opinions 
(36:255) (50.22). 
In 1880. the National Council of the National Educational Association 
was formed. From 1880 to 1898, it had a standing committee for the purpose 
of studying all problems in the field of child accounting. In 1885. the 
committee on educational statistics described a list of eighteen recommen-
dations. These recommendations placed emphasis on the importance of an 
adequate accounting system to furnish the statistioal information required 
7 
by the Bureau of Education. The committee also stressed the use of the 
transfer certificates. This certificate should be unifor.m and shouid contain 
~ 
information relating to the age, occupations and nationalities of parents, 
and birth of pupil (37:482-491). 
The Greenwood Report which was presented before the National Council 
in 1889 was the first to show the necessity of a complete and accurate sys-
tem of records for the proper understanding of the child. It was suggested 
that these records include items in regard to the pupills parentage, birth, 
nativity of his parents, occupation, church affiliation, where educated, etc~ 
date of pupil's admission to school, the number of days he attended ,each yea~ 
his scholarship, deportment, and progress; his standing in each branch, pro-
motion, otc. (38:433). 
In 1891. Dr. Rarris, Commissioner of the United States Bureau of Edu-
cation, reported on School Records and Reports. The substance of his report 
may be given as: 
Directive power is dependent upon insight into forces that 
work, which insight is to be gained only by statistics (50:25). 
In 1896, Smiley set forth the importanoe of reoord torms for the pur-
pose of providing quickly sufficient data for a oomprehensive study of eaoh 
pupil. He said: 
Such information has often proven of inestimable value, making 
possible a reasonable explanation of extraordinary conduct ot a 
student in his new surroundings; his act against this clear back-
ground of his past, appears much oftener to his advantage than to 
his disadvantages (29a54). 
Even though the committee continued to discuss school statistics at its 
meetings, no important action was taken until in 1910. At this time a 
oommittee on School Statistics under the leadership of Charles Lamprey was 
appointed to make a study of Unifor.m Records and Reports (35:21) (57:51). 
The committee expressed the need for unifor.mity of ter.minology in rec-
ord k\eping if the records are to be comparable. They pointed out ~at the 
present system of collecting and recording school statistics is unreliable 
and will oontinue to be of little value until the meaning of ter.ms used in 
recording the original data oan be agreed upon. In the preliminary report 
of 1911 at the meeting in Mobile the committee recommended a cumulative 
8 
record card which was to follow the pupil through the elementary school year 
after year. The oard was an "Admission# Promotion# and Disoharge Card" 
(41:33). 
are: 
The values of the unifor.m cumulative card as described by the oommittee 
• 1. Universal adaptability for use in whatever system of 
sohools the pupil may enter; 
2. Deoreased oost beoause of printing in large quantities; 
3. Establishment of oommon practioes of record-making and 
oommon ter.ms for the expression of faots valuable for statisti-
oal investigations (41134). 
The committee also pointed out that the teaoher's daily register is the 
basis for statistios in regard to pupils. The data found in the register is 
used by the teacher when making the monthly report to the principal and from 
these the prinoipal makes the report to the superintendent. The committee 
suggested definitions for ter.minology to be used in the teacher's register; 
this would eventually lead to the desired uniformity of educational statis-
tics in oity, in county, in states, and in the nation. 
Acoording to the recommendations the register should show four groups 
of admitted pupils: 
1. Pupils previously enrolled during the year, inoluding 
transfers, within the sohool or school district; 
,....-
~----------------------------------------------------------------------9--' 
2. Pupils previously enrolled during the year, in some other 
sohool or sohool district in the town or city; 
41 
~ 3. Pupils previously enrolled during the year in another town 
or city in the state; 
4. Pupils not previously enrolled during the year in any town 
or oity in the state (41:34). 
Sohoo1 Surveys 
The installation of a well organized system of reoords and reports is 
a vital issue in the administration of a sohool system (6a80). The develop-
ment of the scientific movement, the results of school surveys, and the 
individual investigations have brought to the attention of the teacher and 
administrator the importance of an adequate system of records and reports 
(32:27) •• 
School officials and administrators are continually studying the edu-
cational problems of their respective schools in order to make neoessary 
improvements. Many state legislatures have made comprehensive surveys of 
their sohool systems. Recommendations for improvement of administration 
have been made in eaoh case by the state school survey commission or the 
survey staff (11.1-2). 
Most important and representative among survey recommendations are 
those contained in the surveys directed by Cubberley in Portland, Oregon 
(9:298-299), Ayres in Cleveland (8:19), Strayer in Butte (53:135-142), St. 
Paul (47.32-38), Baltimore (4:69), Chicago (54:84), and Morrison and 
Judd in St. Louis (33,203-238). 
In 1914, Geo. D. Strayer directed the survey in the public schools of 
Butte, Montana. These sohools were using a loose leaf register to record 
attendance. The Survey Commission submitted an Attendance and Soholarship 
~ ~-------------------------------------------------------------------l-O-' 
card which was to be used as a cumulative record. The substitution was 
intensed not only to supply the neoessary data needed but would ala. simpli-
t.Y the method which was being used. It was the opinion of the Survey Com-
~ssion that the sohool census should be kept up-to-date and acourate. All 
schools. public. private, and parochial should file in the office of' the 
clerk of' education information regarding eaoh ohi1d enrolled in the respeo-
tive sohoo1. Code signs were used to record items; suoh as. "x" equals one 
day's absenoe. The Cumulative Attendanoe and Soholarship Card was sent with 
the pupil to a new sohool in oase of transfer (52-,135-142). 
The survey of the Public School System of Portland. Oregon. was di-
rected by Ellwood P. Cubber1ey in 1915. The survey Committee found the 
main wea~ess of this system to be a laok of an adequate statistical reoord 
so that the administrators were at a loss as to know how well they were 
actually serving the educational needs of the oommunity. To remedy this 
defect the committee suggested that a complete. accurate. and continuous 
sohool accounting system be adopted. Further.more, an individual. cumulative 
card should be provided for eaoh child containing complete information of his 
educational career. It should oontain the pupil's name. p1aoe and date of 
birth, date of school entranoe. length of time in attendanoe, the promotion 
to each grade, conditions of health. oonduct, success in school work, and 
the name. oooupation. and residenoe of parent or guardian (9,298-299). 
The direotion of the Cleveland Survey was undertaken by Leonard P. 
~res in April 1915 and oontinued to June 1916 (8,19). The commission 
reoognized the neoessity of' an aoourate and oomplete reoord system. The 
improvement of methods of' recording the school oensus so as to show the 
number of boys and girls attending publio sohools, private sohools. 
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parochial sohools~ or no sohool was reoommended. It urged the establish-
ment of a permanent sohool oensus bureau (8s8l-96). 
~ 
In 19l7~ the Saint Paul Sohool Survey (47132-38)~ and in the following 
year~ the Saint Louis Sohool Survey (33:203-238) similarly reoommended 
permanent record forms and oensus oards. 
The Baltimore Sohool Survey in 1920-l92l~ describing the record system 
in use~ pointed out that the Prinoipal's Register Card and the Pupil's Reoord 
Card were duplioate oumulative reoords. The Pupil's Reoord Card was used 
as an Admission~ Discharge~ and Promotion Card. It followed the pupil from 
teaoher to teaoher and was also mailed to a new sohool if the pupil trans-
ferred. One of the weaknesses pointed out was that the Principal's C~rd 
oould no~ always be found in the prinoipal's offioe~ but was sometimes found 
in the olassroom. For this reason the oommission recommended in the surv~ 
report that the reoord of any pupil in attendance should be kept in the 
offioe file. It also emphasized the importance of the Prinoipal's Register 
Card as it is the only permanent reoord oard provided for the individual 
pupil (4:69). 
The survey of the Chioago sohools was made in 1931-1932. In the 
reoommendations partioular stress was plaoed on the laok of adequate edu-
cational and personnel reoords. The oommission found that the "Registration-
Progress Card" whioh was in use at that time made up almost the entire reo-
ord system of many schools. The need for a more efficient system of term-
end reports and cumulative and permanent records was emphasized. Teachers 
and other sohool offioials were urged to cooperate in devising suitable 
reoords and reports (54:84). 
Most of the school surveys studied emphasized the importanoe of an 
adequate system ot child accounting and pOinted out the weakness ot the 
existing practices, but none ot them developed standards tor a unit~rm 
~ 
system (32:23-24). 
State Reports 
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The state school reports were issued as early as 1795 in New York. At 
that time there was an annual appropriation ot $50,000 tor tive years to be 
divided among local communities maintaining schools. Records and reports 
were necessary to check upon the expenditure ot this appropriation. The 
law required two commissioners to report through the county treasurers the 
number ot schools, the masters' names, the number ot scholars taught" and the 
number o~ days ot instruction to the secretary of the state. New York was 
the only state at this early date regularly to issue school reports. In 
1830, the states increased their interest in schools and provided tor state 
aid and state school officers. In the next ten years, ten states had in-
creased to nineteen; and by 1876 all of the then existing states had 
followed the practice. The preparation ot annual or bienniel reports was 
required of all the organizations (48:4-5). 
The importance of the uniform accounting system is emphasized in the 
following: 
The state wide revision ot school accounting systems in a 
dozen progressive states; the publication ot books on school 
accounting by Strayer and Engelhardt, MOrt, MOehlman, McAllister 
and Otis, Fowlkes, Case and others; the effort on the part of the 
department of superintendence of the N. E. A. and the aSSOCiated 
chief executives of State Education Departments to secure wider 
adoption ot uniform records and reports (21:363). 
In 1918, Geo. D. Strayer and N. L. Engelhardt published a series ot 
School records, by the application of which they hoped to correct some 
~.--------~-----------, 
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of the defects in the systems in use at that time. They pointed out that 
accuracy in the keeping of school records has an important effect ~ 
'i 
bringing about good educational results, suoh asa 
1. The reduction of retardation due to late entrance 
into sohool. 
2. The elimination of indifference on the part of school 
ohildren fostered by the hope of an early evasion of the law. 
3. The diminution of early withdrawals as ooour when age 
records are not properly kept and duly authenticated. 
4. The oombating of the industrial exploitation of ohildren 
by unwise parents. 
5. The creation of a minimum of olass disorganisation due 
to late entrance. 
6. The lightening of teacher burdens whioh are otherwise 
greatly increased when the above mentioned conditions prevail 
(55·:273-307r~ 
In 1923, these were reputed by school men as still used in many parts 0 
the country (32:23). 
One of the first oities to feel the need of an adequate accounting 
system was Detroit. Superintendent C. E. Chadsey, in 1918, organized a 
department of administrative research to study current conditions. Fo~r 
years later Dr. Allen S. Whitney, President of the ~chigan State Teachers' 
Association appointed a committee of three to investigate the possibilities 
of unifo~ ohild accounting and unit costs. The report of this Committee 
contributed to: 
1. The development of a continuing sohool census for the 
entire state. 
2. A uniform marking system from the kindergarten through 
the uni versi ty. 
3. A oumulative individual record oard combining at once 
the scholastic, psychological, and health record of the child. 
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4. A unifor.m transfer record for the entire state 
(32,24-26). 
~ 
~rry S. Ganders, Professor of Educational Administration, Colorado 
state Teachers College, in 1926, developed a system of reports and records 
for smaller cities. In this work the school accounting system of fifteen 
oities ranging in population from 3,530 to 14, 515 were used. The items on 
the elements were oarefUlly rated as to their need and usefulness in the 
system (22:1-20). 
Realizing the urgent need of an efficient system of forms Arch o. Heck 
and Ward G. Reeder in their "The Unifor.m School Aooounting System" have 
prepared a series of for.ms for Pupil Personnel Acoounting. The selection of 
, 
items which appear on the forms was based on the results of a study made by 
Arch o. Heck in 1923-1924 (30:1). The Heck and Reeder forms are strongly 
recommended for use in large as well as small cities on account of their 
simplicity (21:363). 
The Catholic Schools 
Records were not kept in the early Catholic sohools. The annual 
report on average attendance was compiled from the daily roll-call. The 
introduction of a system of records and reports was made the subject of 
discussion in 1909 at the Sixth Annual Meeting of the National Catholic 
Eduoational Assooiation. The important questions of the meeting were: 
1. What records should be kept? 
2. What things should be recorded? 
3. How may these be best arranged? 
It was deoided that the individual oard should be used and that only 
those things should be recorded which would be of "assistance in teaching 
~end in discipline" (43.328-330). 
Three years later records and reports were brought up at the Ninth 
~ 
Annual Meeting of the Association. This time Rev. A. V. Garthoeffner 
stressed the necessity of a unifor.m system of records from which definite 
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information regarding such problems as elimination, retardation, promotion, 
irregular attendance, truancy, and overcrowded conditions could be secured. 
He pointed out that the lack of ter.minology decreased the value cf the 
early school statistics (24:357-365). 
Brother Azarias read a paper "The Accurate Keeping of School Records" 
at the thirteenth meeting of the association. Again the necessity of 
records and unifor.m ter.minology was insisted upon (31261-267). 
In ~925. at the twenty-second annual meeting of the association Rev. 
Dr. John M. Wolfe outlined a possible system of records. This system 
included (1) the matriculation card. (2) office record oard, (3) health 
record card. (4) admission. promotion, and discharge card, and (5) the 
transfer card. Besides these there was another set of tor.ms which Dr. Wolfe 
oalled "Record Forms for Teachers." This set was intended to remain in the 
hands of the teacher. The first of these is an admission, discharge, and 
promotion oard similar to the o~e in the preceding set; the second is an 
attendance and scholarship record; and the third is an attendance. scholar-
ship attitude and conduct report. The latter card is the one sent monthly 
to the parents (59:416-430). 
Compulsory School Attendance 
Compulsory education is a natural outoome of a system of free schools. 
If education is so necessary that the schools are supported at public 
~~--------------------------------~ 
e~ense, it is evident that every one should be given a certain amount of 
education. If the pupil does not take advantage of the opportunity4pre-
~ 
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sented he should be compelled to attend school. both for his own sake and for 
that of society. In this country compulsory education began almost as early 
as the schools themselves (65:322). 
Compulsory education was brought about by the unwillingness or the 
inability of some parents to obtain educational advantages for their 
children. According to Dutton and Snedden industrial exploitation is one 
of the principle causes for protection of children through compulsory 
education: 
The division of labor under the factory system, the use of , 
machinery, and the wage system have made possible the use of chil-
dre~-wage so destructive of the physical, moral, and intellectual 
well-being as to demand from society protective measures 
(14:492-501). 
The state has the power to procure for neglected and exploited chil-
dren their right to a protected childhood and a suitable education. The 
Massachusetts law of 1642 was the first important legislation in the con-
trol and instruction of children. !his law, though strictly a compulsory 
education and child labor law, made no schooling requirement and provided no 
schools. Its provisions for enforcement were equalled by few if any of 
the compulsory education laws and child labor laws prior to the twentieth 
century (18:20). This law was improved in 1647 and was followed by the 
compulsory attendance law in 1852. A few years later, in 1867, Ver.mont 
passed a modern attendance law. By 1918 all forty-eight states had passed 
similar legislation (12.6-8). 
The enforcement of the attendance laws by the state required an 
accurate accounting of each child between the age limits designed in the 
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The responsibility for the enforcement of this law was intrusted to 
school administrators within the local districts (13:308). 
~ 
Leonard P. Ayres voiced his opinion regarding the need for an adequate 
system of child acoounting when he said: 
An accurate and complete school oensus is the foundation 
o£ any system o£ universal compulso~ education. Unless there 
exists an accurate reoord o£ all the children it is impossible 
to tell whether or not all of those who should are attending 
sohool (2:22). 
Frederick E. Emmons expressed similar views in speaking of the im-
portance of records in school attendance: 
Adequate census and attendance records are essential 
i£ compulso~ attendance laws are to be properly enforced and 
if all the children of a state or oommunity are guaranteed 
their eduoational birthright. • • • 
. 
Further.more 
Since education is a function of the state, the prime 
responsibility for an adequate and accurate school oensus lies 
with the state legislature and the State Department of Eduoa-
tion. This inoludes presoribing minimum regulations ooncerning 
attendance reoords and reports within the state (15,262-267). 
Even the best sohools can be o£ little benefit to the ohildren if they 
are not attended regularly. Full time attendanoe for all normal children 
between the ages of six and fourteen should be demanded (25:138). 
In order to enable the sohool distriot to disoharge its duty of en-
foroing the compulso~ school law it must have an annual oheck on each 
ohi1d of oensus age (71:42-43). 
The oensus should be kept on per.manent reoord oards whioh oan be 
oontinuously amended as faots of ohange are learned. Graves advooates 
such a per.manent and oontinuing oensus including the following: 
1. Easily aocessible information ooncerning the name, age, 
sex, address, parent, school attended or reasons for non-atten-
dance, employment of eve~ child who should be in the schools. 
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2. All information that may be neoessary for the develop-
ment of a modern sohool system on the basis of aotual needs~ 
as illustrated by population shifts and trends. ~ 
• 
3. Whatever other faots oonoerning sohool population may 
be required by state laws or desired by sooial agenoies 
(25:138-143). 
Importanoe of Reoords and Reports 
Although uniformity in the reoords and reports of sohool systems has 
been a matter of disoussion among sohool administrators and teaohers since 
the time of Mann~ Barnard~ and Lewis, little formal aoknowledgment has been 
given the problem (51,23). The eduoational survey movement and the advanoe 
of scientific eduoational analysis have shown the laok of uniform reoords~ 
have broqght to light the importanoe of adequate ohild acoounting, and have 
revealed the neoessity for an adequate ohild aooounting system (68:70). 
In the introduotion to "Child Accounting" by A. B. Moehlman~ Stuart 
A. Courtis writes, 
the publio in all its affairs is coming to recognize the value of 
intelligent planning on a faot basis and of adequate aocounting 
for the use made of faoilities and funds provided. It is beginning 
to hold sohoolmen to the same strict aooountability that is demand-
ed of other agents (32,7). 
Payson Smith in the Preliminary Report of the Committee on Uniform 
Reoords and Reports says: 
If the administration of the publio school is to be elevated 
above the plans of personal opinion, if our theories are to be 
given foundation, in fact, if our assumption with referenoe to 
lines of work, method of instruotion, mastery of subjeot matter, 
and skill in manipulation are to be displaoed by positive knowl-
edge, data must be oollected with referenoe to aotual sooial 
conditions, with referenoe to the effeot upon ohildren of oer-
tain lines of instruotion, and with referenoe to the effective-
ness of given methods of teaohing (49,281-282). 
Ganders felt that the report of the Committee on Uniform Reoords and 
~~rt of the Department of Superintendenoe of the National EdUoatiO: 19 
~soo~ation in 1928 WQuld hasten the movement tor better eduoatio~ ac-
counting systems (22:1). 
Aroh o. Heok points out that there is a laok ot clearly defined philos-
ophy of child accounting among schoolmen~ and that it is essential that 
uniform reoords be prepared in order to obtain the best results from the 
data oolleoted and recorded (28:125-141). 
Frederiok E. Emmons in the Committee report of "Census and Attendanoe 
Reoords" points out the neoessity of an aoourate enumeration of the sohool 
population if oompulsory attendance laws are to be enforced and if t~e 
proper educational servioes are to be provided tor all children. 
Thi~ oensus should include the following infor.mationa 
1. Number of children of all ages up to twenty-one living within 
the jurisdiotion of the sohool authorities. 
2. Home address of each child. 
3. Parent or guardian of each child. 
4. Dates between which these ohildren are of oompulsory age. 
5. Number of ohildren who should be in school. 
6. Number of children in publio schools, in private schools~ or not 
in school (15:263). 
Dorothy Van Alstyne, in "Colleoting and Organizing Information About 
the Child," Fifteenth Yearbook of the National Elementary Principals, says: 
The oauses ot personality maladjustment can be discovered 
only on the basis of essential information about the individual 
ohild and his environment. • •• Facts oonoerning the child's 
home, his speoial interests outside of sohool and other pertinent 
faotors oonstitute aids in diagnosing possible maladjustment 
(56:468). 
In the study of Child Acoounting, Aroh O. Heok emphasizes that the 
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best work in education necessitates a uniform and adequate system of records 
and reports. The progress ot education demands a more nearly compl~e 
knowledge of the child in his whole environment. The conscientious school 
administrator needs all of the information he can get in relation to the 
effect ot the school program upon the pupil. It is imperative that he 
baS definite knowledge regarding the pupils of the school system (29:19). 
Studies have been made showing that the percentage ot non-attendance 
in the United States is high (12:1-4). To know why a child is absent from 
school is just as important as to know how many times he has been absent. 
A knowledge of the number of pupils who should be in school is essential to 
effective administrationot a school system. In order to secure this,in-
formatio~ it is necessary that a complete and accurate accounting of all 
children of school age be procured. The extent to which compulsory school 
attendance aria'the child labor laws can be made etfective will depend to a 
great extent upon the completeness and reliability of the school census. 
The annual census affords an index to the changing educational needs due 
to the growth and character of the population (29:127). 
Retardation, elimination, promotion, failure, overageness, and other 
problems of this nature can only be Bolved through accurate and complete 
information. This information can be secured only through an adequate 
system of records and reports (32:36-46) (64:15-17). 
Problems which arise from individual differences, the organization 
of subject matter, the arrangement of the classroom program, method of 
presenting subject matter, physical handicaps, malnutrition, insufficient 
clothing, physical education, health, and the influence of the child's 
environment outside of school, can be known and solved only through 
~.quate information acquired through scientific 
repo~s (29:17-19) (32:55-58). 
study of records and 
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All the studies referred to have three things in common. They show 
(1) the inadequacy of the present forms in the systems studies; (2) the 
necessity for a revision of the forms in use; and (3) the important bearing 
that adequate child accounting has upon the efficiency of the school. 
CHAPTER II 
USES OF RECORDS AND REPORTS 
Neoessary Reoords for the Classroom Teaoher 
The oommittee on Uniform Reoords and Reports of the National Eduoation 
Assooiation in 1912 stated: 
The foundation of all statistios oonoerning children is 
established in the records made by the teachers in the school 
room (41:27). 
An adequate system of reoords and reports should lend itself direotly 
or indirectly to the purpose of education, namely, to the development of 
the child. Reoords pertinent to oensus and attendanoe, pupil personnel 
reoords, and pupil reports are most valuable and helpful to the olassroom 
teacher in administration of instruction (13:306-307). 
One of the most important problems relative to child aocounting records 
is to determine just what should be reoorded by the sohool system and just 
what reoord forms are best suited and most useful in the administration of 
a progressive modern eduoation (44:556). 
Harry S. Ganders in his study "A System of Reoords and Reports for 
Smaller Cities" lists the four important phases of the problem as: 
1. The modi~ing influenoes of the existing sohool personnel 
and administrative organisation in the oity of the size for whioh 
the system is to be developed, must be reoognized. 
2. standards based on sound prinoiples must oonstitute a 
guide in the development ot the entire, system. These standards 
must lead to the oorreotion ot unsatisfaotory features ot existing 
systems. 
3. Specitio rules must be drawn up in aooordanoe with whioh 
various elements are to be included or exoluded. 
-22-
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4. Specific basis must be 
items are to be placed on each 
~22:39-40). 
established for determining whioh 
particular element of the system 
~ 
Selection of Items to be Included on the Record and Report 
Forms 
The term "item" as defined by Arch o. Heck is, "any new fact or state-
ment required to be recorded on the record form relative to the pupils of a 
school system" (29:11). Harry S. Ganders in his study defines the term as 
"separate units of information" (21:8). 
Martin L. McNicholas in his study of "Child Accounting in Catholic 
Elementary Sohools" used the following criterion to justi~ the selec~ion 
of items; 
This criterion is the frequency with which an item has already 
been used in attempts to solve problems together with the frequency 
with which the item is demanded by research students in the solution 
of other problems which have been outlined or suggested in educa-
tional books and periodicals (35,58). 
The seleotion of items to be included in a system of reoords should be 
based upon a careful study which has been built upon definite criteria 
(29:192). 
In his study of child aocounting, Heok gives four oriteria for the 
seleotion of items: 
1. The frequenoy with which items actually appear on the 
record forms used in city systems. 
2. The frequency with which items are demanded in state 
reports. 
3. The frequency with whioh certain items are demanded 
in the solution of problems of child aocounting. 
4. Items whioh are in aotual use in school work (29,111-160). 
Each.item of Heck's Universal List, whioh forms the basis for the 
~rorm Sohool Aooounting System, was oheoked against these four criteria. 24 
Tbe l~st contains seventy-six items. It is a fundamental list whick should 
be included on the record forma of every sohool system (28:232-235) (44&556). 
Record and Report Forms 
Many schools have built up thier system of records by the accumulation 
of new forms until they have a mass of material which is not only unwieldy 
but has no scientific argument upon which to base the inclusion of many of 
its forms (5:366) (21:23). 
In introducing a system of reoords and reports, the administrator 
should evaluate them in the light of the best theory and to fit the p~r­
ticular ~eeds of the local school system (19:1-2). 
Criteria for devising reoord systems have been set forth by Foster, 
namely, 
1. They should make for uniformity and comparability, both 
as they concern data from different sources within the school 
system and as they concern data colleoted in other school systems. 
There must be agreement as to the meaning ot items on which intor-
mation is oollected, and as to prooedure used in recording data. 
Reoord forms should provide for the oolleotion ot minimal faots, 
such as those required by the state and Federal Governments and 
such additional information as is desired locally tor the whole 
sohool system. 
2. The amount of data recorded should be no more than is 
needed and will be used. Sohool procedure to be etficient must be 
based upon exact information. • • No item of intormation should 
be collected which is not used. No item should be recorded more 
than once unless such double recording is essential. 
3. The various reoords ot a school system should be 
coordinated and unitied. The intormation oollected in a set 
ot records should ooordinate with and supplement that recorded 
in other records (19.1-2). 
The principle types ot pupil record and report torms for use in a 
typical system outlined by Ward G. Reeder include, the Attendance Register, 
~hO Pupil's Cumulative Record, tho Principal'. 25 Office Record, the Continuous 
school Census Reoord, the Teacher's Cumulative Report of Pupil Atteadance. 
~ 
Teaoher's Enrollment Report, the Teacher's Report on Failures, and Pupil's 
Report Card (46,512). 
A. B. Moehlman recommends four records as the basis of an adequate 
system: the Cumulative Individual Record Card, the Daily Record or Class 
Register, Attendance Reoord, and the Home Card (32a56-58). 
The reoords reoommended by the National Eduoation Assooiation for the 
use of the classroom teacher area 
1. Teacher's daily register book 
2. Pupil's general cumulative record 
3. Pupil's health record 
4. Pupil's vocational guidance record 
5. Pupil's psychological clinic record 
6. Prinoipal's office record 
(23:245). 
Realizing the great need of an effioient system of child acoounting, 
Heok and Reeder spent several years of research at the Ohio State University. 
They analyzed all available met~ods of sohool accounting in the various 
sections of the United States. They oompiled the results of their work 
into the "Unifo~ School Acoounting System." The fo~ for the vlementa~ 
sohools inoorporated in this system are: 
1. The Uniform School Register 
2. Principal's Offioe Record 
3. The Uniform School Census Card 
4. Notices of Transfer and Withdrawal 
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5. Pupil's Scholarship and Marks 
6. Pupil's Absence and Tardiness Blanks 
7. Enrollment and Attendance Reports 
8. Teacher's Report on Failures 
9. Pupil's Report Card 
(30:1-33) • 
The classroom teacher is most interested in those records which relate 
to instructional purposes. The attendance register, the scholarship record, 
the cumulative record, and the report card are included under this heading 
(5:391). 
The School Register 
The register ot attendance is a very important book of accounting. 
Its accounts do not deal directly with money as do those in most account 
books, but with the time of children, both those in school and out of school 
(34:21). 
The teacher's register is usually known as an attendance record 
although it sometimes contains the monthly scholarship marks. The data 
which should be placed on cumulative records may also be included in the 
register (23:247-248). 
Charles MOsher in his article "The School Register" in the New York 
State Education, January, 1933, says that the register should give the 
exact information regarding the presence, absence, and tardiness ot each 
child (75:318). 
The register was required at a very early date. When Horace Mann 
became the secretary ot the Board of Education in Massachusetts in 1837, 
be recommended that a "blank form or a register" be kept in all school 
distr~cts. The legislature passed an act on this recommendation tn. 
following year. The first register was a single sheet. It was revised 
£rom time to time until in 1845, Horace Mann prepared a permanent school 
register in book form (28:184). 
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During Henry Barnard's first year as secretary of the Board of 
Commissioners of Cammon Schools for Connecticut the teachers were at liberty 
to use the register; the ~ext year he made the use of it obligatory. Each 
teacher was required to record the names of the pupils enrolled, the daily 
attendance, ages of pupils, the date of entrance, and the length of time 
they continued in attendance (28a185). 
Samqel Lewis, the first superintendent of Common Sohools in Ohio, 
demanded the teacher in each district to keep a "Book" oontaining an aocu-
rate record of the number of soholars, sex, and the time they attended 
school (28:186). 
By 1925 the use of the register had grown to such an extent that thirty-
three states out of forty-eight states used some form of the sohool register 
(29:91-92). 
Most states prefer the book method of keeping the register as it 
simplifies the work in recording and reporting attendanoe. The names of 
the pupils are written on one or two pages and the absence or tardiness of 
pupils can be recorded easily in the oolumn for the partioular day (28:187). 
The loose-leaf attendance reoord has been recommended by F. S. Breed 
as most desirable. This form requires the writing of names only onoe for 
the entire school year, and besides the record of daily attendance it pro-
vides a summary of attendance for each month, semester, and year as well as 
~thO checking of computations. 28 He also suggests that the scholarship reoord 
be of loose-leaf for.m and placed in the same cover with the attenda~e 
Ii 
register (5:392). 
The Pupil's Cumulative Record 
The pupil's cumulative record is the fundamental record of the pupil 
(30:2). The individual oumulative record is considered to be very useful as 
it is a summary card of the record of the pupil and is sent to the next 
teacher when the pupil moves or is transferred (5,392). 
A general cumulative record oard for pupils was reoonnnended by the 
committee for Unifor.m Records and Reports. In 1910, a oonnnittee on S?hool 
Statistios working under the leadership of Charles M. Lamprey selected a 
number of record forms. The cumulative reoord was emphasized. This record 
was called the "Admission, Disoharge, and Promotion Card" and was intended 
to follow the ohild from teacher to teaoher (42a33-34). 
The Committee of the National Education Association, 1928, recommended 
a cumulative card similar to the "Admission, Discharge, and Promotion Card." 
It was recommended that it be retained ~ the teaoher in closest contact 
with the pupil. The cumulative record may take the for.m of a card, a book, 
or a sheet of ledger paper. In any case, the material of which the record 
is made should be such as to withstand usage during the entire life of the 
child (23:249-250). 
The Committee of the National Education Assooiation on Unifor.m Reoords 
and Reports through its ohairman, R. o. Stoops, sets forth the necessity for 
cumulative reoords as follows: 
All major pupil records should be oumulative. • •• 
Additions and ohanges should be made upon the reoord from time to 
time as new information is seoured and as old data ohange. It 
should follow the ohild fram grade to grade and fram sohool to 
school. • •• This record should be filed with the teachers, ~ 
flttendance officers, nurses, and other sohool officers who have 
most opportunity for utilizing the data contained on the records 
(23:246) • 
The cumulative record is recommended for the following reasons, 
It provides tor a complete story ot the child's past sohool 
and home history; the facts are all filed together instead of in 
different files; the data are quickly available to the teaoher; 
the forms are durable and capable of lasting the child's entire 
school life; the form reduces the repetition ot items to a 
minimum; the system recommended for using the for.ms guard against 
loss of valuable data (23:249). 
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The importance of the oumulative reoord as a faotor in guidanoe is set 
forth by Mildred Fisher (69,344-358). Prudenoe Cutright oalls the attention 
of the teaoher to the value of the oumulative record as helpful in the 
discovery of the maladjusted pupil (10:479-484). To be of value in this 
work these reoords should oontain all the significant developments whioh 
have appeared during the ohild's life in school, such as, mental, social, 
emotional, and physical characteristios, and special retardation or pro-
motion (45:142) (60:480-484). 
The Principal's Office Reoord 
The principal's offioe record card is helpful in securing greater 
effioienoy in a sohool •. This is a pupil's reoord which, in a way, may be a 
miniature pupil's cumulative record card. It is always kept in the princi-
pal's office. If the pupil changes to another school the card is not 
transferred to the new sohool. The value of the card consists in the speed 
with which information oan be reoorded on it and seoured from it (23,261). 
The principal's office record card is designed to keep the school 
census permanent, continuous, accurate, and up-to-date. The information 
~on the card i. relative to the pupil', age, place ot birth, place of resi-
dence~ scholastic record~ and home environment. It is also a very ~eful 
• 
instrument in guidance work (30:19). 
The School Census Card 
The school census card is the basic record of the school district 
(71:42). The information which is acquired from this card enables the 
sohool system to carry out the compulsory sohool law more effectively. Each 
oard should oontain the full name of each child~ its residenoe, names of 
parents~ the school whioh the child attends if in school, and if not,attend-
ing school for any oause, the reason for non-attendanoe (551281). 
War~ G. Reeder says that the continuous reoord should show a reoord of 
the ohild (1) from birth until he is enrolled in sohool, (2) during the en-
tire time of school attendance, (3) from the time he withdraws until his 
eighteenth birthday (46:320). Chamberlain recommends that the record in-
volve all ages below eighteen and as many years after as required by law 
(7:482). 
The census card should contain information which will enable school 
officials to provide teaohers, buildings, and equipment, supplies, and 
other faoilities for the neoessary number of pupils (46:321). Besides these 
the continuous record has several other advantages: 
1. It is an individual oard allowing the arrangement of re-
cording to suoh desired classification as (a) those under or over 
a oertain age; (b) those enrolled in certain schools and the like. 
2. It provides for a complete tabulation from birth to 
eighteen years of age and allows the reoording of added infor.ma-
tion for each year by enumeration. 
3. Records of individuals beyond the census age and of those 
under or no longer in school may be removed readily from the 
files. 
~ 
4. The card tells the census history of the individual at a 
glance. 
5. It facilitates the annual census enrollment report 
(71:42-43). 
Many of the leading school systems have developed a continuous school 
census (55:281). The laws in the states of Kentucky and North Carolina 
provide for a continuing census in all districts (12:25). 
Teacher's Enrollment Report 
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The teacher's enrollment report is made annually. This may be made at 
, 
any time during the school year. This report it made out properly will give 
information concerning the number ot different pupils enrolled in all the 
schools throughout the United States during a given year; the number of 
different pupils enrolled in public schools, private schools, or parochial; 
the number enrolled in all schools in a given state during a given year; the 
number enrolled in all public, private, or parochial schools in a given 
state; the total number enrolled in a given district, town, county, or parish 
during a given year; the number enrolled in all public, private, or parochial 
schools; and the number enrolled in a given school or the number of different 
pupils which a teacher has had in the school attendance register during the 
given year. The use of the teacher's enrollment report is a check to pre-
vent the duplicate enrollment ot any pupil (30:26-27). 
Teacher's Cumulative Report on Pupil Attendance 
The teacher's cumulative report on pupil attendance should be used by 
all teachers in the elementary school and is the basis of all other 
~-------------------------------------------------------3~2 
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ttendanoe reports. It should be filled out by the teaoher regularly at 
ach peTiod. Heok and Reeder enumerate the following outstanding me.tts of 
he Teaoher's Cumulative Report on Pupil Attendanoe: 
The report is oumulative. This feature eliminates the 
neoessity for a semester report; it makes possible a summarization 
of all data for the semester at the olose of any given month; it 
continues to give data for a given month; and it oauses the teaoher 
to think of his reoord keeping and reporting as a continuing live 
and important work--which# of itself, undoubtedly begets greater 
aocuracy (30:26). 
Pupil's Scholarship and Marks 
Heck and Reeder include the Notioe of Unsatisfactory Progress# the 
Honor Scholarship Certifioate, and the Teacher's Report of Pupil's Mar~s 
under this heading. The first is a notice issued to the parents or 
guardian when the pupil fails to do satisfactory work; the second is issued 
to the pupil as a reoognition of superior work; and the third is used by 
the teaoher in reporting the pupil's marks to the prinoipal's offioe 
(30:23-24) • 
Pupil's Report Card 
The pupil's report oard is designed to present the eduoational aims of 
the Bchool to the home. The oard is the medium through whioh the parents 
are kept infor.med of the pupil's progress (58a359-362). 
The pupil's report card was first known as a "deportment oard." 
Superintendent Sell, in 1863# suggested to the Board of Education of Detroit 
that a unifor.m plan be devised to keep aooount of scholarship and deportment 
of all the pupils in the schools, and also some system of making frequent 
reports to parents of the pupil's standing in the high sohools. Evidently 
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tbis suggestion was not followed because in 1889 the prinoipal of the high 
soboo1 claimed that the work of the monthly report to the parents w.uld be 
'" 
e~cessive and unnecessary. The parents were permitted to examine the 
register which oontained all the information of the pupil. The school and 
bome were brought into closer relationship with the spread of democracy in 
education and by 1895 the report card found its way into the school. The 
same form of oard was used for all the grades from one to eight. At this 
time, subject matter was given first consideration, but a mark was given in 
deportment (31:363-372). 
From the time of its introduction the pupil's report card was intended 
to serve as a report of the child's achievements in school. It also serves 
an equally important purpose of keeping the parents informed of the changes 
in the school's goal and of any new information concerning the growth and 
development of the child (66al15). 
The Educational Research Service Circular No. 4 points out that the 
scope of content of the pupil's report to parents contains all phases of 
the pupi1 1s development: 
1. Intellectual. 
jective as possible. 
Reports on scholarship should be as ob-
Terms should be clearly defined. 
2. Physical. The observance of good health habits and gen-
eral conditions of the pupil should be reported. 
3. Social. Habits and attitudes should be stated in pos-
itive terms, emphasing desirable practices (40:9). 
E.J.Ashbough in an article on -Parent and Pupi1 l s Report Cards" 
tells us that the report card is used as a medium through which the school 
expresses the objectives of the school program and it serves as an agency 
in securing the cooperation of parents. He also stressed the lack of 
r.~--------------------------------M~ 
uniformity in report cards. The pupil's report cards are not alike in form 
or size in two school systems nor are they alike in the information4Which 
~ 
they give to the parents (61:143). 
It is desirable to have uniformity within a single system for administra 
tive purposes such as the transfer of pupils from one school to another. HO 
ever, there should be a certain degree of flexibility among school systems 
throughout the country (26:2). 
In order to attain the educational objectives of the school system and 
of the teacher in guiding the educational development of the individual 
child the teacher's report to parents will vary between school systems and 
within a particular school system. For this reason, great care shou14 be 
given in ~esigning the report card. M. R. Trabue states the following 
principles as guides for the teachers and school otficials in making reports 
to parents: 
1. The school's reports to parents should be recognized as 
having a separate and distinct function ot their own which is so 
important that it should not be weakened by modifications made in 
the attempt to render them useful tor various other ditterent 
purposes. • • • 
2. The parents should be given in intelligible language only 
as much of the teacher's conclusion about a child as will obtain 
trom that child and from the parents the cooperation that will be 
ot maximum educational value to the child. • • • 
3. The reports ot the teacher to the parents should be made in 
language which the parents readily and fully understand. • • • 
4. Reports to parents should be no more unitorm than the tacts 
to be reported and the advice to be given •••• 
5. The school should report to the parents whenever a report 
would seem to have any chance ot being helpful in the educational 
development ot the pupil concerned. • • • 
6. The teacher should keep an accurate record ot the charac-
ter and contents ot each report which she sends to each child's 
~--------------------------------------------------------------3-5~ 
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parents (23:269-271). 
The traditional report oard is being replaoed by one of a more~ecent 
~ 
development whioh is indioative of the eduoational aims of the Amerioan 
Schools of today. The Goal Card (62:27-28)# Individual Conferenoe (27:429-
432)# Diagnostic Letter (63:107-114), and the Progress Chart (73z3l) are 
methods which are used at present in reporting the achievements of the pupils 
to parents. 
CHAPTER III 
ANALYSIS OF DATA 
Prooedure 
Definitions 
In order to asoertain what reoord and report forms are used at present 
in the sohools inoluded in this study a letter was WTitten to the prinoipal 
of eaoh sohool. In the letter the prinoipal was asked to send a sample of 
all blank for.ms of reoords and reports used in her sohool. These forms 
were to inolude, the sohool register, report oard, oumulative reoord, health 
reoord, or any others that are in UBe. 
The sohools, as may be seen from CHART I, are looated in eight dif-
ferent states. The population from whioh the pupils are drawn varies 
greatly--fram the small oountry parish with no asoertainable population to 
the oity on New Orleans, Louisiana whioh haa a population of 458,782. The 
pupils in the small oountry parish sohools are drawn from the far.m homes in 
the vioinity of the sohool. 
Six types of sohools are inoluded in this investigationa Paroohial, 
Publio-Paroohial, Publio, Private, Indian Mission, and Indian Government. 
The number of inhabitants in the oity or town, as well as the olassiti-
oation of sohools is shown in TABLE I. The frequenoy ot eaoh type ot sohool 
iSI Paroohial 39, Publio-Paroohial 2, Indian Mission I, Indian Government 1, 
Publio 4, and Private 2. 
The prinoipal of eaoh school replied to the letter requesting copies 
at the report and reoord blanks used in her sohool. A total ot 386 reoord 
-36-
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CHART I. DISTRIBUTION OF SCHOOLS USED IN THIS STUDY 
- TABLE I 
,POPULATION OF TOWNS OR CmES. 'JU!lBER OF PUPILS. lrollBER 
OF TEACHERS. AlID CLASSIFICATION OF SCHOOLS ., 
- Number Population lIumber lfumber Classifioation 
of of oity or of of of 
lohool town pupils teaohers lohool 
- 1 22.321 205 6 Paroohial 
2 101 3 " 
3 501 81 3 " 
4 114.946 330 8 • 
5 1.564 188 5 " 
6 1.176 130 4 " 
7 64,560 531 13 " 
8 6,613 199 4 " 
, 
9 . 5,787 104 3 " 
10 13,420 196 6 • 
11 1,355 61 3 " 
12 26,240 115 
" 
• 
13 26,240 344 8 " 
14 26,240 208 5 It 
15 16,755 119 4 It 
16 18,508 74 3 It 
17 1.274 60 2 " 
18 1,348 74 3 • 
19 879 73 3 It 
, 
20 332 80 3 
" 
21 14,067 180 6 • 
22 39 2 Publio-Paroohial 
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fABLE I (Continued) 
==JlUmq,r 
, 
Population i B\1IILber i }lumber i Cla8sitioftion 
of of oity or of of of 
sohool town pupils teaohers sohool 
- 23 311 144 4 Paroohial 
24 458,182 518 14 " 
25 2,063 79 3 • 
26 ' SS9 86 3 It 
27 2,143 119 4 It 
28 6,898 99 4 " 
29 6,898 259 8 " 
, 
SO 105 81 3 " , 
31 241 97 3 It 
. 
32 854 281 9 " 
33 61 3 " 
34 75,933 73 3 ~rphanage (diooesan) 
35 167 5 Paroohia1 
36 214,006 383 8 • 
31 214,006 196 4 " 
38 525 106 4 " 
39 82 90 3 " 
40 2,225 19 3 Pub1io-Paroohial 
41 26,670 180 6 Orphanage (private) 
42 219 9 Publio 
43 3,021 461 12 Paroohia1 
44 204 124 6 Indian Government 
45 148 4 Pub1io 
~ ~ , TABLE I (Oontinued) 
-
-llum'bler Population "ber lIumber Olaasirioation 
of of oity or of of of 
sohool town pupils teaohers lohools 
-
46 . 202 8 Publio 
47 77 3 
-
48 1,902 150 6 Indian Misdon 
49 253,143 258 8 Paroohial 
and report blanks were reoeived. This does not inolude all of the for.ma 
used in the lohools as lome ot the reports to the lohool offioials are not 
issued in duplicate and thererore are not tound in the lohool. The btank 
forms which were reoeived were arranged aooording to type outlined by 
Harry S. Ganders. 
type. 
1. Reoords. Any writing, mark or trace that serves as a 
memorial giving attestation to an event or factJ the elements 
upon whioh original entries are usually made for temporary or 
permanent retention; usually retained in possession of the person 
for whom the original entries were made or of the person making 
the original entries, e. g. -Individual Pupil's Ottice Reoord 
Oard.-
2. Reports. An element intended to -bring baok the pastJ" 
the elements upon whioh are entered summarizations taken trom 
reoords. Reports are made out for the purpose of forwarding 
data to lome other off'ioial in the lohool, e. g., "Prinoipal'. 
Monthly Report of Teaoher'. Attendanoe." 
3. OODllDUnioations. Elements used in oonveying a message 
from one person to another, not for purposes of memorial. In 
"oommunioations," in oontradiotion from "reports," it is otten 
not necessary to obtain from the elements the intormation for-
warded, e. g., "Prinoipal's Request trom Parents for an Exouse 
tor Pupil's Absenoe" (22.8). 
TABLE II show. the classitication ot the blank torms aocording to 
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fABLE II 
CLASSIFICATION OF THE RECORD .AND :REPORT FORMS USED IN TIm FOItft-
"; NINE SCHOOLS OF THIS STUDY ACCORDING TO TYPE 
Classifioation No. of Clasdfioation No. of 
iteme itama 
I. Record Fonns 4. Attendance Report to 
Superintendent 12 
A. Scholarship 5. Report to Attendance 
1. Sohool Register 40 Offioer 4 
2. Daily Cla88 Book 12 6. Aggregate Attendance 19 
3. Cumulative Record 2 7. Enrollment Report 6 
Total 54 8. Cumulative report on Pupil 
Attendance 1 
B. Attendance 9. Sohool Census of Indian 
1. Attendanoe Register 47 Children 1 
2. Registration Blank 2 10. Notioe of Withdrawal 2 
Total 49 11. Aggregate Attendanoe of , 
Private and Paroohial 
C. General and Misoellaneous Sohools 19 
1. Lesson Plan 1 Total , 
2. Library Loan Reoord 3 
3. Prinoipal's Offioe Reoord 1 C. General· and Misoellaneous 
4. Permanent Reoord 15 1. Report on Fire Drill 2 
Total 20 2. Teaoher' a Report to 
Prinoipal 1 
D. Physical 3. Reading Cirole Report 1 
1. Case Record 1 4. Teaoher'. Term bport 8 
2. Health Reoord 9 5. Report to Private. Denomi-
3. Height Reoord 1 national and Paroohial 
4. Bistor,y of Contagious Sohools 14 
Disease. 1 Total -n-
Total If 
D. Physioal 
II. Report Forms 1. Eye Survey 1 
A. Soholarship III. Communications 
1. EDmination Reports ~8 
2. Retardation Reports 1 A. Soholarship 
3. Promotion Card 1 1. Report of Unsatisfactory 
4. Pupil Report Card 49 Work 10 
Total 89 2. Pupil's Semestral and 
Annual Report for Kinder-
B. Attendanoe garten and Pre-Primer 
1. lilnumera tion Card 4 Clasa 9 
2. TranSfer 5 Total 19 
3. Abaenoe Report 2 
TABLE II (Continued) 
Classification No. ot 
i teJIUI 
Classifioation No. ot 
items 
B. Attendanoe 
1. Exouse tor Absenoe 
2. Parent's Absence Notioe 
Total 
C. General and Misoellaneous 
1. Information Card 
13 
1 
14 
13 
D. Physioal 
1. Notitioation Slip 
2. Exolusion Slip 
3. Health Roam Slip 
4. Request tor 
Shiok Test 
Diphtheria Imgnlnilation 
Tuberoulin Skin Test 
Smallpox Vaooination 
Total 
TABLE III shows the distribution at the blank torms as to type and 
4 
2 
2 
1 
1 
3 
1 
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DUmber in eaoh lohool. From it we learn that there are nine school. using 
seven torma; thirteen, trom two to six; and twenty-seven trom eight to 
tourteen. 
Forty-seven Sohool Registers were reoeived. Nineteen 01' the Daily 
Registers are loose-leat to~. In these the name ot eaoh pupil il entered 
on a separate page 01' the register. The page oontains intormation relative 
to the birth, parentage, home address, and entranoe 01' the pupil a. well as 
scholarship and attendanoe. It the pages oontaining the information regard-
ing an individual pupil were assembled year arter year and tiled, they would 
serve as a oumulative reoord. 
The remaining twenty-eight registers are in book to~. 01' these tive 
serve as per.manent olassroom reoords tramwhioh Monthly and Te~ Reports 01' 
Teaohers, Prinoipa18, and Superintendent. are made. They al.o oontain a 
record 01' Daily Attendanoe. Sixteen oontain a oombination at Scholarship 
and Daily Attendanoe. TABLE IV show. the distribution 01' registers as to 
- TABLE III 
A FREQ,UENCY DISTRIBUTION OF THE 386 BLANK FORMS IN USE IN THE 
FORTY-NINE SCHOOLS INCIDDED IN THIS S'lUDY 
~be\" of -
school in BLANK FOmE 
\fhich blank Number of Number of Number of Total 
form is usecl different different different number of 
records reports communica- different 
tions blanks 
1 2 3 5 
2 2 4 6 
3 2 5 7 
4 2 6 1 9 
5 2 5 7 
6 3 4 7 ' 
7 . 3 5 3 11 
8 2 4 6 
9 3 4 7 
10 2 4 6 
11 2 5 7 
12 2 4 1 7 
13 2 5 1 8 
14 2 5 l' 8 
15 5 4 2 11 
16 2 4 6 
17 3 4 7 
18 2 6 1 9 
19 2 4 6 
20 3 4 1 8 
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J TABLE III (Continued) 
i\Unbe:t; of ~-
school in BLlNlt FORMS 
,mich blank Number of llumber of Number of Total 
form is different different different munber of 
used records reports COJIIIluni ca- different 
tiona blanks 
-
21 2 1 1 4 
22 3 4 7 
23 3 5 8 
24 6 2 1 9 
25 1 1 2 
26 1 1 2 
, 
27 2 3 5 
. 
28 2 4 4 10 
29 1 3 4 8 
30 3 4 3 10 
31 3 3 3 9 
32 3 3 4 10 
33 4- 3 4- 11 
34 4 6 2 12 
35 3 3 4 10 
36 3 7 4 14 
37 3 6 4 13 
38 3 3 2 8 
39 2 3 4- 9 
40 4 4- 3 11 
41 2 3 1 6 
I 
. 
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TABLE III (Continued) 
BLANK FORllS 
., 
"iiUJllbe; ot 
sohool in 
"hich blank Number of Number of Number of' Total 
form is different different different number of 
used reoords reports oommunioa- different 
tiona blank. 
-
42 4 5 9 
43 5 4 9 
44 4 '4 8 
45 3 2 1 6 
46 3 4 7 
47 5 5 10 
, 
48 3 5 8 
. 
49 2 1 3 
- - - -
totals 129 186 60 386 
. 
title and for.m. !ho.e registers whioh do not have adistinot title are 
indicated as "OWn." Two lohoo1. reported the use of their "Own" tor.m ruled 
to care for the need of the local sohool oonditions. 
From TABLE IV it may be .een that tourteen different registers are in 
use in the sohools under consideration. The largest group ~sing the same 
for.m is nineteeDJ the next two largest groups use five eaoh. 
Twelve ot the schools reported the ule of a Daily C1a.s Record in 
oombination with the Sohoo1 Register. !wo sohool. use a Cumulative Record 
Card and nineteen sohoo1s have a combination of Cumulative Record and Daily 
Register. This makes a total of twenty-one schools using some form ot 
Cumulative Record. 
~ 
., 
f! TABLE IV 
DISTRIBUTION OF REGISTERS AS TO TITLE AND FORM 
-
Schools Title of register Form 
-
2 Krone's Daily Register of Attendance Book 
19 Fort Wayne Diocelan Loose-leaf 
1 Individual Attendance and Scholarship 
Reoord Book 
2 1I00re's Teacher'. Term Register BOC1k 
4 Own Book 
2 . ETanaton School Register Book 
2 Perfeotion Daily Attendance Register 
and Record Book--C. E. Knott Book 
5 White's Graded School Register Book 
1 Daily Attendance and Classification Book 
1 Teacher'. Daily Attendanoe Record--
Monarch Series Book 
1 Redfield'. Attendance Register Book 
5 New Kezico Teacher's Daily Regiater 
and Class Book Book 
1 Adam's Union Achool Register Book 
1 McCormick Mathew's School Register Book 
-46-
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!went,r-one sohool. use a Permanent Reoord either in oard or book tor.m. 
The card tor.m is used in tifteen sohools, tive sohools use a oombi~ion 
fI 
of Permanent Reoord and Daily RegistersJ one lohool uses the Prinoipal's 
Offioe Reoord whioh allo lerves as a.Permanent Reoord ot the pupil. 
Ten sohools reported the u.e ot some tor.m ot Health Reoord. :line ot 
these reoord cards oombine the data oonoerning the History ot Contagious 
Diseales, Immunization, Medioal Examination, and Nurlel Inspeotion. Spaoe 
is provided on these oards for a reoord ot tollow up visits o~ the Ichool 
or oounty nurle. One lohool has a speoial record oard tor weight of pupils, 
another uses a separate tor.m for the History ot Contagious Diseases, while 
still another ulee a Cale Reoord Card. 
The ~ration or Censul Card is used in tour sohools. The oard oon-
tains the names and ages ot all the ohildren between the ages of six and 
twenty-one, the name of parent or guardian, and their address. The Notice 
ot Transfer and Withdrawal is uled in seven schools. The Notioe ot Transter 
is made in triplicate; one to be mailed to the reoeiving school, one to be 
sent to the attendanoe department, and one to be retained in the sohool. In 
oase the pupil does not transter to another lohool a Botioe otWithdrawal 
1s sent to the Attendanoe Department. 
Four Ichool. report to the Attendance Ottioe every month or six-week 
period on the Enrollment, Attendanoe, Absence, and Tardiness ot the pupils 
during this period. Twelve sohools send a report to the County Superintend-
ent on the tenth day after the opening ot the new ter.m. This report inoludes 
the names of the pupils enrolled, their age, sex, date ot birth, grade, and 
address and name of parent. Nineteen sohools are required to send a report 
of the aggregate attendanoe in the Private and Paroohial lohool. tram the 
~--------------------------------------------------------~48~ 
opening of school to and including November 1. These schools are alao re-
quired to file with the local superintendent a report of Aggregate Mtendance 
fI 
of pupils on the last day of school. The information in this report includes 
Names of Pupils, Corporation in which Pupil has Legal Residence, Grade, Date 
of Birth, and Number of Days Present. One sohool sends an enrollment report 
to the oounty superintendent for each pupil at the end of the week in which 
enrollment occurs. Five schools send a final report to the county superin-
tendent giYing enrollment by age and grade of all children. 
All schools have some for.m of Report Card to Parents. Two schools have 
separate cards tor the primary grades trom those used in the inter.mediate 
and grammar grades. Sixteen cards are based on the six-week plan; ~ on 
the quart~rly plan; and thirty-one on the four~eek or monthly basis. 
All the Report Cards to Parents except one are based upon the old 
traditional card. They contain space tor recording grades for achievement 
in the various studies, examinations, deportment and application, the name 
and grade ot the pupil, and signature ot parent or guardian. Five schools 
use numerals in marking the achievement ot the pupils. All the others use 
alphabetical letters. Each provides an explanation of the marks used and 
also space for signature of parent or guardian. 
Two schools consider habits and attitudes equal in importance to 
subject matter and .kills. The.e sohool. use the same marks for personal. 
10011.1, and study-work habits as for'subjects. 
Six school. mark the traits of pupils, such as interest, preparation 
ot lessons, citizenship, and care of books. One of these schools sends an 
explanation ot these traits to the parent with the issuance of the first 
report. 
One school is using a card which reports to parents that the pupil is 
doing satisfactory work in all subjects except one or more and giveatthe 
fI 
reasons. Cooperation is requested of the parents in helping the pupil 
overcome difficulties if possible. Space is provided for reply of parent. 
TWenty-seven of the Report Cards to Parents are a combination ot the 
pupil's achievement and promotion card. Only one school uses a separate 
promotion card. 
The Ranking of Items 
A list was made of all the items that were included at least once on 
any report or record blankot the school accounting systems used in t4e 
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schools i~cluded in this study. Each item as it appeared on the first for.m 
was written on a 3" x 5" index card. As new or additional items appeared 
on succeeding forms, these were written on additional 3" x 5" index cards. 
For each item as it appeared on a for.m, a 3" x 5" card was filed back of the 
index card bearing that item. 
These 3" x 5" cards had been previously ruled to provide space for 
recording twenty-five items on each card. 
Classification of Record and Report Forms 
Betore commencing to list the various items, the records and reports 
were classified as to ScholarShip, Attendance, General and Miscellaneous, and 
Physical. TABLE V shows this classification. In recording the items the 
number of the school, as it appears in the list ot schools in the appendix, 
the capital letter of the general classification, and the small letter to 
denote the torm on which it had appeared were used. Thus an item appearing 
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it had appeared on the Pupil Report used in school 
FIGURE I is a reproduction of one of the oards used in making a list 
of items found on the report and record blanks used in this study. 
This procedure was used for all of the for.ms under eaoh olassifioation. 
After all items had been filed. eaoh was typed on a working sheet. All 
oards of the file under the first item were then withdrawn and the frequenoy 
of the item counted. This plan of procedure was oontinued until the fre-
quenoy of all the items had been recorded on the work sheet. 
The analysis of the reoord and report blanks shows a total of nine 
hundred nine items. These were arranged in the order of their frequency. 
Item ~7g~ 
.:zO~ .J'fa ,J If /3,:; 'f~ ~.J. ct. 
~3 CI IS ))c.. cZl ~. :lJ. t!L /1/ !14v 
'I1C1 .21/- ~ "-If qt 7''l/if .3;;~ 
'/tJ }jJ- ISh/ I' ~I IS-~,V ¥.J/U-
1- ~ JJ.., :lseU JRat .Jl/3r /i~ 
FIGURE I. REPRODUCTION OF ONE OF THE 3" x 5" CARDS USED IN 
llAKING A LIST OF ITEMS FOUND ON THE REPORT AND RECORD BLANKS 
OF THE SCHOOL ACCOUNTING SYSTEMS USED IN THIS STUDY 
rr , 
TABLE V 
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dLAsSIFICATION OF RECORD AND REPORT FORMS USED IN LISTING ITEMS 
A. Scholarship 
a. Sohool Register 
b. Daily Class Reoord 
c. Diocesan Examination Report 
d. Pupil Record (Permanent) 
e. Pupil Report Card 
f. Promotion Card 
g. Reoord of State Examination 
h. Report of Unsatisfaotory work 
i. Pupil's Semestral and Annual 
Report for Kindergarten and 
Pre-Primer Class 
j. Retardation Report 
B. Attendanoe 
a. Attendanoe Register 
b. Registration Blank 
c. Enumeration Card 
d. Notice of Transfer 
e. Absenoe Report 
f. Attendance Report to 
Superintendent. 
g. Report to Attendance Offioer 
h. Aggregate Attendanoe 
i. Enrollment Report 
j. Cumulative Report on Pupil 
Attendance 
k. Sohool Census of Indian 
Children 
1. Notioe of Withdrawal 
m. Aggregate Attendanoe , Private 
and Paroohial 
n. Excuse for Absence 
o. Parents Absenoe Notice 
c. General and Miscellaneous 
a. Lesson Plan 
b. Library Loan Record 
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o. Principal's·Offioe Record 
d. Permanent Reoord 
e. Report on Fire Drill 
f. Teaoher's Report to Prinoipal 
g. Reading Cirole Report 
h. Teaoher's Tenn Report 
i. Report of Private, Denomina-
tional and Parochial Sohools 
j. Information Card 
k. Teaoher's Monthly Report to 
County Superintendent 
1. Report for Private Elementary 
and Seoonda~ Schools 
Washington, D. C. 
m. Monthly and Term Summaries 
n. Reoord of Lesson Analysis 
D. Physioal 
a. Case Reoord 
b. Weight Record 
o. Health Record 
d. History of Contagious Diseases 
e. Eye Survey 
t. Notifioation Slip 
g. Exolusion Slip 
h. Health-Room Slip 
i. Request for Sohick Test 
j. Request for Diphtheria 
Immunization 
k. Request for Tuberculin 
Skin Test 
1. Request tor Small-pox 
vaccination 
m. Request for Typhoid Fever 
Vaocine 
~ ~ r I The item "Name of Pupil" having the highest frequency was p1aoed first. 
~. This is the only item which ooourred more than three hundred times;J>ne 
fI 
item appeared between two hundred and three hundred times; one between one 
hundred-fifty and two hundred; fifteen between one hundred and one hundred-
fifty. Below the frequenoy of one hundred there is a deorease in the freque 
cy of the ooourrenoe of the items. There are three hundred thirty-nine 
items, or 37.21% of the items which are found only onoe and one hundred 
seventy-three. or 19.2% of the items which ooour twioe. Only one hundred 
forty-nine, or 17.4~ of the items listed ooour more than ten times. 
TABLE VI shows the extreme variation in the frequency of the items. 
The Questionnaire 
In order to find out whioh items listed were in aotual use, a question-
naire was prepared and sent to the prinoipa1s of the sohools ino1uded in 
this study. The items ohosen for the purpose were those whioh appeared ten 
or more times in the tabulation made from the reoord and report blanks. 
These items were classified aooording to a plan borrowed from Heck's Uni-
versal List (28:254). 
Seven olassifications were used, A. Pupil Personal History; B. Per-
sonal Family and Home Life; C. Sohool History; D. Sohool Data; E. Sohool 
Accomplisbments; F. Medioal History; G. Medical Examination; and H. Attend-
&nce Reoord. 
With the questionnaire a personal letter was sent to eaoh principal 
giving speoifio direotions for oheoking items; If the item is used and of 
actual need, check "x" in the fourth oolumn--those items which are actually 
needed and which should be inoluded in a system of sohool records and 
TABLE VI 
fI 
DISTRIBUTION OF FREQUENCY OF ITEY-.g APPEARING ON BLANK FORMS 41 
- Frequency of 1: •• _ lCY or 
Items items Items items 
-
300 - 320 1 140 - 160 1 
280 - 300 0 120 - 140 5 
260 - 280 0 100 - 120 9 
240 - 260 0 80 - 100 6 
220 - 240 1 60 - 80 14 
200 - 220 1 40 - 60 18 
180 - 200 0 20 - 40 33 
, 
140 - 180 1 o - 20 820 
. 
reports for the schools of this study. 
If the item is used but of questionable need, check "x" in the third 
oolumn--those items which might be necessary in oertain localities, but 
their need is questionable in the record system of this study. 
It the item is not used at all, check "x" in the seoond oolumn-- those 
items which for any reason can unquestionably be omitted from the system 
of school reoords. 
The school ~fficials or officials who utilize the various items were 
indicated by placing the respective letters from the "code" in the first 
oolumn. 
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FIGURE II. GRAPHIC PRESENTATION OF DISTRIBUTION OF THE FREQ,UENCY OF 
ITEMS APPEARING ON BLANK FORMS 
p. Pr!noipal 
T. Teacher 
s. Supervisor 
A. Attendanoe Officer 
C. 
z. 
Y. 
B. 
Code 
Pariah Priest E. 
County Superintendent F. 
City Superintendent R. 
Board of Health R. 
All forty-nine prinoipals to whom these questionnaires were sent 
responded. 
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To facilitate the recording of the data of these questionnaires a card 
file was arranged. Each item which appeared on the questionnaire was writ-
ten on a guide card, 3nx S". Behind each of these four 3"x 5" file cards 
were placed. Three of these were ruled with fifty one-half inch squares. 
Each one bore the same item as the guide card and in addition the number 
one, two: or three, to indioate the column from which the information was 
obtained. FIGURE III is a reproduction of one of these cards used to 
record the data listed in columns two, three, or four on the questionnaire. 
The name of the item was also written on a fourth oard. At the left 
edge of this card space was provided for the name of the school officials 
or officials who use the item. The remainder of the card was ruled intp 
one-fourth inch squares. 
As the questionnaires were returned the number assigned to the school 
was written on each page. These numbers were used in making the proper 
notation on the file cards. Thus, if an item on the questionnaire was 
marked PTA in the first column and an "x" placed in the fourth column, the 
number of the school was written in one of the squares on the oard for the 
fourth oolumn and also after eaoh of the titles--Prinicpal, Teaoher, and 
Attendanoe Offioer--on the fourth oard. 
FIGURE IV is a reproduction of one of the oards used to indicate which 
4/Item. ~f(jJp 
three 
:/"6 '13 J IJ> 1/ 1'1 if.$" J'f ,J.P 'II 
IlJ .:G-st IS f- J.;J.., .23 .33 .:l 31 
(, ,j() i r ~6 ¥,).. ~7 .;ts .!]S 
/.2- .37 / 17 if/) .J..:l.. .:t..tJ J~ ¥~ 
S I¥ tl7 1.3 1 .:2.1 I' ;,Lf ¥p 
FIGURE III. REPRODUCTION OF ONE OF THE 3" x 5" CARDS USED IN 
MAKING A LIST OF THE ITEMS CHECKED ON THE QUESTIONNAIRE 
56 
school officials or offioials utilize the items listed on the questionnaire. 
After all the items of the questionnaire had been recorded a working 
sheet was prepared. This sheet contained a list of all items similar to the 
questionnaire and the three oolumns: "If not used at all;" "If used but 
of questionable use;" and "If used and of aotual need." Instead of the 
column "Utilized by" a separate oolumn was provided for eaoh official. The 
oards were withdrawn from the file and the proper notation made of the fre-
quenoy of the items on the working sheet. 
In order to deter.mine the importance of any item in relation to all 
other items those checked "x" in oolumn two were assigned the value of 
"zero;" those in column three. the value of "one;" and those in column four. 
the value of "two." By this means it was possible to find a simple rank of 
the 153 items listed on the questionnaire. Thus if item "Nationality of 
Parent or Guardian" was checked six times in oolumn three and ten times in 
Item 1z~i~ Utilized by 
Q' h -A _.·L~ :2.1. 10 :1.If .30 ? IS S" I ¥7 I{- lJ J.J ~, 
, 
CT"_ ... L',A :2.1. 3 ~9 /tJ I.<~ ."J() , I!r .1 1.2. oS' 1"1 / 
of~"A ~ .. _ /. .1< 'l-i .33 
/7~, J" All ,(J.// :J..'I /..] ~ N v /¥- II .Lf /9 -rt 'I-() .:lot .).7 ~l 
cZ . L1CE~2 I() .2.'1 ~ I~ ~- IJI- II I' 9t. 1ft) 1..7.2 .:1.1 ;Lj 
e.LL. :~ J .. .J.j.7 LId :J.~ ~ ¥-S" 
(0,*,1. I '_-1-. .I.. ~ IS :/1 .'-./ 
J P .NL'-> /-IA-dA:L ~1.£" .J..~ t. /S" '1-7 i4~ 11-'1 ~;L I~j .2.J 'I-~ 
U?JA' ~_A/ lO 
~~ 
FIGURE IV • .A REPRODUCTION OF ONE OF THE 3" x 5" CARDS USED IN 
SHOWING WHICH SCHOOL OFFICIAL OR OTHER OFFICIAL UTILIZES THE 
ITEMS LISTED ON THE QUESTIONNAIRE 
oolumn four, this item would reoeive the rank of twenty-six. 
Se1eotion of Items 
The oriteria for the seleotion of items given in CHAPTER I was three-
fold: (1) The frequency with whioh the item appeared on th4t report and 
reoord for.ms reoeived from the sohool prinoipals; (2) The frequena,r of use 
of the items and the frequena,r of the items added by the sohool prinoipals 
that did not appear on the reoord and report for.ms; (3) The frequenoy with 
57 
which the item was used by researoh workers in solving eduoationa1 problems. 
The first step in this problem was solved by listing the frequencies 
of the items as they appeared on the reoord and report forms. The items of 
law frequenoy were eliminated when formulating the questionnaire by ohoosing 
only those items whioh appeared ten or more times. 
The signifioance of the seoond part of the problem was brought to light 
results of the questionnaire as shown in TABLE VII. The frequenoy 
of the items as they appeared on the reports and reoords, the frequJnOY 
~ 
~th whioh an item is used but of questionable use, the frequenoy that an 
item is used and of aotual use, and the rank of eaoh item are listed on 
TABLE VII. 
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In deter.mining the items to be used in the reoommendations for a reoord 
system for the sohools inoluded in this stu~, !ABLE VIII was prepared. All 
the items on the questionnaire were listed. Those items which ranked above 
two-thirds of the soale, or sixty-five, were marked ·x· in the first oolumn; 
those reoeiving a rank of from one-half to two-thirds, or from forty-nine to 
sixty-five were marked "x" in the seoond oolumn. All the items from Heok's 
, 
Universal List, Ganders's, and MoNioholas's List were added to those of the 
questionnaire. 
A final ranking of these items based upon the results of the question-
naire and the work of Heok, Ganders, and MoNioholas was made. Sinoe the 
items found in oolumns three, four, and five are the result of soientifio 
researoh the value of "two" was assigned to eaoh. The value of "one" was 
assigned to the items in the seoond oolumn, and eaoh item in oolumn one, 
due to the high rank of frequency, was valued at "two." 
All items whioh ranked four or above, exoept those relating to religion 
and health were retained; those items below four or the equivalenoe of one 
pOint from eaoh of the four groups of items were dropped. The items per-
taining to religion were retained if they ranked "two;" while those items 
relating to health required three points for their retention. Sinoe all 
the items do not appear on eaoh group of items the final rank for retaining 
or dropping was varied. The lists of Heok and Ganders do not inolude any 
· 
TABLE VII 
THE RANK AND FREQUENCY OF EACH OF THE ITEMS AS THEY APPEARED 01 THE 
fi QUESTIONNAIRE AND IN THE ANALYSIS OF TEE RECORDS AND REPORTS 
- Analysis Is used IIf used 
Items of reo- but of and of Rank 
ord,s and question- 'aotual 
~' able need'need ..... J:'v ...... 
-
A. PERSONAL HISTORY 
1. Pupil 
a. Name 306 49 98 
b. Sex 27 39 78 
2. Birth of pupil 
a. Date 102 47 $4 
b. Plaoe 34 ~ 32 10 I.,' 
3. Age of ,pupil 
a. Age (without definition) 92 3 44 91 
4. Address of pupil 
a. Present address 91 1 47 , 95 
b. Changed address 21 9 ~7 8~ 
c. T6lephone 67 2 -~! 134 
5. Sacraments 
a. Baptism (year) 27 44 88 
b. First Holy C, ,nT! ~year) 
.?fi 44 88 
c. Confirmation (year) 27 ~! _88 
B. PERSONAL FAMILY HISTORY AND 
HOME LIFE 
1. Parents and guardian 
a. !lame 96 49 98 
b. Address 15 1 47 96 
o. Oocupation 26 6_ 31 68 
2. Father 
a. Religion 28 2 27 56 
b. P1aoe of birth 16 6 18 41 
c. Date of birth 18 3 16 3S 
d. Nationality 14 8 19 46 
3. Mother 
a. Religion 28 .3 25 55 
b. Place of birth 18 D 17 ~~ 
c. Date of birth ~t! ~ ].6 _3p_ 
d. Nationality 14 8 18 44 
C. SCHOOL HISTORY 
1. Admission 
a. Date of entranoe 59 1 48 97 
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TABLE VII (Continued) 
--
: Analysis Is used If' used 
, Rank II! Items of rec- but of and of 
ords and question- aotual 
reports able need need 
-
2. Sohool previously attended 
i a. Name of sohool or building 
last attended 38 5 36 77 
b. Address of sohool last 
attended 13 5 32 69 
o. Grade in school last 
attended 12 5 32 69 
3. Left sohool 
a. Date 43 2 44 70 
b. Cuase 16 5 35 75 
4. Transfer 
a. To what sohool 21 5 36 77 
5. Progress , I 
a. Average of term 48 44 88 
b. General average 38 44 88 
o. Average, first semester 16 2 42_ 86 
.' d. Av~rage, seoond semester 16 2 42 86 
D. SCHOOL DATA 
1. General 
a. Name of sohool or building 236 1 47 95 
b. Sohool address ( oi ty or town). 142 1 47 95 
c. Grade ohild is in 163 I 1 47 95 
d. Name of teaoher 116 3 4~ 8.~ 
e. Year 77 
.. ~- 44 91 
f. Month 18 3 39 ~1 
g. Distriot number 42 4 15 34 
h. Type of oontrol 17 2 22 46 
i. County .5_9 .~ -~~ 69 j. Pupil or reg1ster number 61 3 27 57 
2. Length of term 
a. Term beginning 71 44 88 
b. Term ending 77 44 88 
c. Number of days school was in 
operation this period 48 2 44 90 
d. Days aotually taught this 
month 20 2 38 78 
3. Administrative 
a. Date report or reoord was 
made 131 3 34 71 
b. Number of grades in building 
or sohool 14 3 34 71 
c. Grades reported on 22 
" 
32. .6a. 
. 
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TABLE VII (Continued) 
.. ~alysis Is used If' used' 
. of' rec- but ot and ot 
Items ords and question- actual Rank 
}:"e~rts able_need need 
d. Pupils reported on 19 4 32 68 
e. Grades taught by +'AfLnhA,. J5_ 3 35 73 
r. Distribution of marks 14 2 2_7_ ~6 
g. Total number of teachers 17 2 35 72 
h. Teacher's certification 19 2 _~1_ 64 
i. Teacher's preparation 16 -~ 26 56 j. Teacher's total experience 
previous to this year 16 4 28 60 
k. Teacher's years in position 
including this year 16 4 26 56 
4. Signature 
a. Principal 92 32 64 
b. Trustee 92 3 6 
c. S-"'t''''.l+nt:AYi"dent 92 1 16 , 33 
d. Teacher 72 _31 .62 
e. Record clerk 72 ~ 1 3 
t. Pastor 14 1 22 45 
g. Parents or gua~dian JQ 24 48 
h. Attendance worker 19 12 24 
5. Visitors 
-
a. Name 10 3 9 21 
b. Date of' visit 10 2 8 J_8 
E. 'SCHOOL ACCOMPLISHMENTS 
1. Rating 
a. Arithmetic 135 1 48 '97 
b. Reading )'~3. _1.. 46 97 
c. Writing or .. Ihi..p 120. 1 48 97 
d. Geography 117 1 48 _9.7 
e. United stat..... History 112 1 48 97 
t. Civics 104 
_1.. 48 97 
g. Spelling 114 1 !.8_ ~7 
h. Drawing 90 1 47 _95_ 
i. Music 69 1 46 93 
j. Hygiene 70 1 4._5 91 
k. Composition 67 1 44 89 
1. Christian Doctrine _33 J 43 81 
m. Physioal Training 64 1 32 65 
n. Physiology 65 1 37 75 
o. Grammar 63 1 45 91 
p. Agriculture 49 1 24 50 
q. Religion _45 1 42 65 
i 
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TABLE VII (Continued) 
..-
f! Analysis Is used If used 
of rec- but of and of 
Items orda and question- actual Rank 
reports able need need 
-
r. Language 108 1 45 91 
s. Bible History 34 1_ 42 85 
t. Nature Study 28 25 50 
u. Art 37 ~ 40 _~A 
v. Subject 10 18 36 
'W. Deportment or Conduct _109 J_ 48 97 
x. Effort 60 1 43 87 
y. Application 19 40 80 
z. Order 33 39 78 
aa. Perseverance !3 17 34 
bb. Special Aptitude 13 1 18 37 
2. Examinations 
a. Final 51 1 48 .97 
b. Mid-year 43 ~- 48 , 97 
3. Graduation or Promotion 
a. P~omoted to grade 25 1 48 97 
b. Promotion 13 1 38 77 
c. Date of promotion 34 ~- 38 79 
d. Number of graduates 20 2 '-3_ 88 
4. Tests 
a. Intelligence 
. (1) I. Q. 27 2 23 48 
(2) Name 40 2 21 44 
(3) Date ~p 2_ 21 44:. 
(4) A. C. 26 2 17 36 
(5) M. A. 26 
.<:!. 17 ~36 
(6) Soore 19 2 20 4? 
b. Educational 
(1) Npnn 19 2 13 28 
(2) Score 19 1 13 _27 
(3) Name 19 1 16 31 
(4) Subject 19 2 13 _2~ 
. 
F. MEDICAL HISTORY 
1. Diseases child has had I 
a. Scarlet Fever (date) 10 4 15 34 
b. Whooping Cough (date) 10 4 15 34 
o. Diphtheria (date) 10 3 17 37 
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TABLE VII ( Continued) 
P""" 
,; jAna1ysis -Is used If used" 
of rec- but of and of 
Items lords and question- actual Rank 
jrCJports able neec: need 
-G. MEDICAL EXAMINATION 
1. General consideration 
a. Date of smallpox revaocination 10 3 23 49 
b. Result of smallpox 
revaccination 11 2 20 42 
c. Date of diphtheria immlln~ za-
tion 10 3 20 43 
d. Date of typhoid ;.nm" .... ~ zation 10 3 ~o- .~ 
e. Name of physician 10 3 21 45 
2. Items considered in the 
examination 
a. Teeth 10 1 24 49 
b. Throat 10 1 26 , 53 
c. Hearing 10 1 -26 -53 
d. General health 23 1 26 os-
3. Measurements taken 
a. Height 11 2 26 54 
H. ATTENDANCE RECORD 
1. Absence 
a. Date of absenoe 14 46 92 
b. Number of days absent 125 48 96 
o. Number of pupils not absent 1.0 40- 1fO-
d. Excused 21 40 80 
e. Date of tardy 13 40 80 
f. Number of times tardy 48 39 78 
g. Cases of tardiness 62 1 ~1 15 
h. Number of pupils neither 
tardy nor absent 10 1 34 69 
i. Number of pupils truant 23 1 29 59 
j. Total number dropped or 
withdrawn 22 3 35 73 
k. Dismissed 19 1 33 67 
2. Attendance 
a. Attendanoe at Holy :Mass 18 1 29 59 
b. Number of days present· 101 2 -36 74 
o. Average daily attendanoe 61 :5 33 69 
d. Average daily attendance 
(boys) 10 4 24 52 
e. Average daily attAnnA.nne 
(girls) 10 4 24 52 
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TABLE VII (Continued) 
-
Analysis Is used If usec:f tI, 
of rec- but of and of 
Items ords and question- actual Rank 
reports able need need 
-
f. Total number of days 
attendance 15 2 36 74 
g. Days present. if legal resi-
dence is inside local 
corporation 19 3 16 35 
h. Days present. if legal resi-
dence is outside local , 
corporation 59 3 I 12 27 
3. Enrollment I 
a. Total number enrolled 57 46 92 
b. Number of girls enrolled 18 45 90 
c. Number of boys enrolled 18 45 90 
d. Number of pupils enrolled. 
grades one to eight 19 45 , 90 
e. Enrolled in room or grade 4,4 .~ 41 84 
f. Class size ~8 1 30 61 
4. General Question 
a. Name of corporation in which 
pupil has legal residenoe 33 3 18 39 
I. ITEMS 'WHICH WERE ADDED BY SCHOOL 
PRINCIPALS 
1. Number of boys in each grade 3 1 2 
2. Number of girls in eaoh grade 3 1 .:: 
3. Number of teachers (lay or 
religious) 1 « 2 
4. Number of boys in graduation 
class 1 2 
5. Number of girls in graduation 
olass 1 2 
6. Number 01" last year's olass not 
attending high sohool 1 2 
7. Number of boys in last year's 
class attending high sohool 1 2 
8. NUmber of girls in last year's 
class attending high school 1 2 
9. General Soience .:: 1 .:: 
10. Extra-ourrioular activities 1 2 
11. Physioal handioaps 4 1 2 
12. Daily program of studies 1 2 
13. Equipment 1 2 
14. Building and grounds 1 2 
· ... 
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TABLE VII (Continued) 
...- Analysis Is used If used !-fI Items ot rec- but of and ot Rank 
ords and queltion- actual 
.... 
...... ¥"' .... 8 able need need 
-
15. Pupil acoounting 1 2 
16. Distance trom fI~h'oo1 5 1 2 
11. Number ot years in grade S 2 4 
18. Home language 1 1 2 
19. Mother or father living _5_ _1_ 2 
20. Total expense. 1 2 
21. Cost per pupil per ....,u. .. n 1 2 
: 22. Capaoity of .ohool ~ J,_ 2 
23. Per cent ot attendanoe ;5 1 2 
items of a religious nature except in one case. Ganders'. list includes 
the item "Baptism." The lilt of MoNioholas excludes all health items except 
. 
a "General Health Grade." 
Items receiving a tinal ranking of tour or above were added to the 
questionnaire. They appeared on at least one of the three lists used al 
oriteria, D&mely, Heok's Universal, Ganders's or MoNioholas's List. The 
items added are summarized in TABLE IX. 
The items which are indicated "dropped" in TABLE VIII are those whioh 
appeared on the questionnaire and ranked below the required number ot points 
for retention, i. e. two points tor items ot a religious nature; three 
points tor those relating to health; and four points tor all other items. 
The items dropped in this manner are listed in TABLE X. 
The items "Religion of Father" and "Religion ot Mother" do not appear 
in MoNicholas's preliminary combined list; h. us •• them, however, in his 
final suggestive set of blank forma. McNicholas was unable to find any 
experimental evidence to indioate a relationship between the religious 
rr TABLE VIII 
COMBINED LIST OF ITEMS SHOWING FINAL RANK AND ITEMS 
41 f/ DROPPED FROM OR ADDED TO QUESTIONNAIRE 
. QUESTIONNAIRE Beck's ~- Vc 
Items ~beve from Univer- dera'e Niche Final Dropped Added 
2/3 1/2 .. sal List las's ~ 
2/3 List Liat 
A. PERSONAL HISTORY 
1. Pupil < 
a. Name x x x x 8 
b. Sex x x x x 8 
c. Nationality x x 4 x 
d. Race x x 4 % 
2. Birth or pup1l 
a. Date x x x % 8 
b. Place % x % X 8 
3. Age of pupil 
a. Age without , 
definition x x x 6 
4. Address of pup1l 
a. Present address x x x x 8 
b. Changed addr ••• x Z % 
c. Telophone· x x x x ~8_ 
5. Sacraments 
a. Baptism (year) x x x 6 
b. Firlt Holy Com-
munion (year) x x 4 
c. Confirmation 
(year) x x· 4: 
<. 
B. PERSONAL FAMILY 
HISTORY AND HOME 
LIFE 
1. Parents and 
guardian 
a. Name x x x x 8 
b. Address x x x x ~ 
c. Occupation x x x x 8 
d. Nationality x x 4: 
2. Father 
a. Religion % x· 3 
b. Place of birth x Z x 
c. Date of birth 0 x 
d. Nationality x Z x 
J 
-. 
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TABLE Vlll (Continued) 
1- QUESTImnu't'RlI! :h~!:.~. [Gall; lie ., fI Items above f'rom Iders'. inhn- Final Dropped i.&,MaA 
2/3 ~~: sal IList las's Rank List List 
- S. Mother 
* a. Religion :x: :x: 3 
b. Place of birth :x: T x 
c. Date of birth 0 x 
d. Nationality :x: Y x 
c. SCHOOL HISTORY 
1. Admission 
a. Date of 
entranoe x x x x 8 
b. Age at 
entranoe x x 4 
2. Sohool OU8- , 
ly attended . 
a. Name of school 
district last 
attended x x x 6 
b. Address of 
lehool last 
attended x 2 x 
o. Grade in 
sohool last 
attended x x x 6 
3. Lett school 
a. Date x x x 6 
b. Cauae x x x 6 , 
4. Transfer 
a. To what sohool x x :x: :x: 8 
b. Date x :x 4 x 
5. Progress 
a. Average of 
term x 2 x 
b. Genera_ ave~age 
(scholaatio) x x x 6 
0 •. Average, 
8emeater x x x 6 
d. Average, aecond 
semester x :x: x 6 
e. Grade year by 
year x x 4 x 
f. Per cen1: or 
soholarship 
for year x x 4 x 
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tABLE VIII (Continued) 
IQUESIJ:.i~ Heok's Gan- Ko .. ...-
fI Items above floClJll Uni"v .. ~ ....... '. Nioho- Final :o~ .... Added 
2/3 .a1 List las'. Rank 
~~ List List 
-
g. Grade eaoh 
month x x 4 x 
D. SCllOOL DATA 
1. General 
a. Name ot sohoo1 
or building x x x 6 
b. Sohoo1 address 
(oity or town) x x 4 
o. Grade ohi1d 
is in x x x 6 
d. Name ot +'AAfth,.1 x. x x 6 
e. Year x x x 6 , 
f. v" ... +~· .~. -~ x 
g. 
number x 2 x 
h. Type .... ~~ .... ~l 0 x 
i. County x ~- .. ~- x j. Pupil or 
register 
number x x :5 x 
k. Date 
entering x x x 6 x 
2. Length of term 
a. Term beginning x x x 6 
b. Term ending x x x 6 
c. Number of days 
sohool was in 
operation this 
period x x 4 
d. Days aotua11y 
taught this 
period x x 4 
3. Admi88ion 
a. Date report or 
reoord was made x x x 6 
b. Number of 
grades in 
building or 
sohool x 2 x 
o. Grades & ... 1"u .... -
ed on x x 4 
l,-f 
. 
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TABLE VIII (Continued) 
F"""" fI . QUES'r. LUNIUlTRF. Heck's Ge.n- 'Mc ., 
Items above f~i~_ Univer- ders's Nioho- Final I Dr ".t'.t' .. d A tftf oatf 2/3 sal List las's Rank 
2/3 List List 
- d. Pupils report-
ed on x 2 x 
e. Grades taught 
by teacher x x 4 
f. Distribution 
of marks x 1 x 
g. Total ","1II"h8'-
of teachers x 2 x 
h. Teacher's 
certification x x 3 x 
I i • Teacher's 
. 
experienoe I 
I previous to 
this year x x 3 x , ~ j. Teacher's 
preparat ion x x 3 x 
k. Teacher's 
years in posi-
tion including 
this year x x 3 x 
4. Signatures 
a. Principal x x x 5 
b. Trustee 0 .x 
c. S'ut'''''''in+'- ~ ", x 2 x 
d. Teacher x x -~ x 
e. Record clerk 0 x 
f. Pastor 0. .-~ 
g. Parent or 
guardian x 2 x 
h. Attendance 
worker x 2 x 
5. Visitors 
a. Name 0 x 
b. Date or visit 0 x 
E. SCHOOL ;t,;UMYJ I:L·~ 
1. Rating 
a. Arithmetic x x x 6 
b. Reading x x x 6 
c. Writing or 
Penmanship x x x 6 
d. Geography x_ -~ x 6 
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t.lBLI VIII (Continued) 
-
-
-
QUEST lONNA rllR! Heok's Ge.n- Jlo ., f! Items above f'r.om Univer- ders" lUoho- Final Droppecl Added 
2/3 1/2- sal List la,'s Bank 
, 2/3 List List 
-
e. Grade oom-
pleted x x 4 
f. Reasons for no ~-
promotion of 
ohild x x 4 
g. Number :failing x x 4 
4. Tests 
a. Intelligenoe 
(1) I. Q. x x x 6 
(2) Name x x x 6 
(3) Date x 2 x 
(4) A. C. x ~~ x (5) M. A. x x x 6 
(6) Score x .~. x , 
b. Eduoational 
(l~ Norm x x x 6 
(2) Soore x x 4 
(3) Name x x 4 
(4) Subjeot 0 x 
(5) Date x x 4 
F. MEDICAL HISTORY 
1. Diseases ohild 
has had 
a. Soarlet fever 
(date) x x 4-
b. Whooping oough 
(date) x x 4 
o. Diphtheria 
(date) x x 4 
G. MEDICAL 
EXAJlINATION 
1. General 
oonaiderati·on 
a. Vaooination 
oertifioate 
(date) x x 4 
b. Date of small-
pox revaooina-
tion x x 3 
rr 72 !ABLE VIII (Continued) 
- fI QUEST IONNAIRI fHeOJtIS Gan- IJlo ., 
It8Jll8 above rrom Univer- dera's Nioho- Fb&l Dropped Added 
2/3 1/2- sal List las's Rank: 
2/3 List List 
-
c. Result ot 
smallpox re-
vaooination 0 x 
d. Date ot diph-
theria immuni-
zation x 2 x 
e. Date of ty-
phoid immuni- , 
zation 0 .x 
f. Date ot 
examination x x 4: 
g. Name ot 
physioian . x x 4: 
h. Signature ot , , 
physioian x x 4: x 
2. It~ oonsidered 
in the examina-
tion , 
a. Teeth x x x 6 
b. Throat x , 1 x 
o. Hearing x x x 5 
d. Eyes x x -~ x 
e. Heart x x 4: x 
t. Lungs x x 4: x 
g. Nervoul 
oondition x x 4: x 
h. Tonsils x: x 
" 
.• x 
1. Adnoidl X x: 4 x 
j. General 
health grade x x x: x 7 
3. Measurements 
taken 
a. Height x x x 5 
b. Weight x x 4 x: 
H. ATTENDANCE RECORD 
1. Ab.enoe 
a. Date ot 
absence x: x .. 4 
b. Number ot 
days absent x x x x 8 
c. Humber ot 
pupils absent x 2 x 
. 
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t TABLE VIII (Continued) 
-
.,. ·1" I 
f! QUEST IOm!AIRB. Reok'. Gall- 110 • 
Items above 1'rom Univer- ders's Nioho- Final Dropped Added 
2/3 1/2- sal List las's Rank 
'2/3 List List 
-
c. Number 01' 
pupils absent x 2 x 
d. Exoused x x • e. Date 01' tardy x x 4 
1'. Number 01' 
times tardy x x x 6 
g. Cases 01' 
tardiness x x x 6 
h. Name 01' child -
absent x x 4 x 
i. Caule or 
child's absenc x x 4 x 
j. Number 01' pupi s 
neither absent , 
nor tardy x x 4 
k. Number 01' 
pupils truant x x x 5 
1. Number 01' 
pupUs dropped 
or withdrawn x x 4 
m. Dismis.ed x x x 6 
n. Causes 01' 
wi thdrawals x x • x 2. Attendance 
a. Attendance 
at Holy )(ass x 1 x 
b. Number 01' 
days present x x x x 8 
c. Daily reoord 
01' attendanoe :x x 4 x 
d. Average daily 
attendanoe :x x 4 
e. Average daily 
attendanoe 
(boys) x 1 x 
1'. Average daily 
attendanoe I 
(girls) x 1 :x 
g. Total number 
01' days 
attendanoe x x 4 
h. Days present 
it legal resi-
denoe is 
r ; 75 TABLE VIII (Continued) 
i QUESTIONN.URE Heok's Gan- Jlo ., 
f! Items above %'rom Univer- ders'l Nioho- Final Dropped Added 
2/3 1/2- 8al List lasts Rank 
2/3 List List 
5. Number of girls 
in graduating 
ola88 0 x 
6. Number of bOY8 
in last year's 
01a8s attending 
high sohool 0 x 
7. Number of girls 
in last year's 
01&s8 attending 
high sohoo1 0 x 
8. Number of last 
year', 01a88 
not attending , 
high sohoo1 0 x 
9. General Soienoe 0 x 
10. Extra-ourricu1ar 
aotivities ' x 2 x 
11. Physioal 
handioaps x x x 6 x 
12. Daily program 
of studie8 0 x 
13. Equipment 0 x 
14. Building and 
grounds 0 x 
15. Pupil 
aooounting 0 x 
16. Number of 
years in grade 0 x 
17. Distanoe fram 
sohoo1 0 x 
18. Home LarigUage :It :It 4 :It 
19. Father or 
mother 11 ving 0 x 
20. Total expenses 0 x 
21. Cost per pupil 
per month 0 x 
22. Capaoity or 
8ohoo1 0 x 
23. Per oent of 
attendanoe :It 2 x 
* MoNioholas used these items in the prep&ration of blank fo~ even though 
they do not appear in his preliminary list. 
r·----------, 
TABLE IX 
lTEKS ADDED 1'0 QUESTIONNAIRE 
A. PERSONAL HISTORY 
1. Pupil 
c. Nationality 
d. Raoe 
C. SCHOOL HISTORY 
4. Transfer 
b. Date 
5. Progress 
e. Grade year by year 
f. Per cent of soho1arship for 
year 
g. Grade eaoh m.onth 
D. SCHOOL DATA 
1. General 
k. Date of entering 
G. MEDICAL EXAJ4INATIOlll 
1. General oonsideration 
f. Date of examination 
1. Signature of physioian 
2. Items oonsidered in the 
eDmination 
d. Eyes 
e. Heart 
f. Lungs 
g. Nervous oondition 
h. Tonsils 
i. Adnoids 
3. .uur_enta taken 
b. Weight 
H. ATTENDANCE RECORD 
1. Absence 
h. lame of child 
i. Cause of· child's absenoe 
n. Cause of withdrawals 
2. Attendance 
o. Daily record of attendanoe 
3. Enrollment 
g. Enrollment by ages 
I. ITEMS walCH WERE ADDED BY SCHOOL 
PRINC IPALS 
11. Physical handicaps 
12. Home language 
affiliations of parents or guardians and the oharaoter of the sohoo1 work of 
pupils. Be justifies the ino1usion in his final set of the items pertaining 
to religious affiliation of parents by quoting. 
It is noteworthy that both Miohigan and Iowa reoord ohuroh 
affiliation of the parents or guardians, while Catholio sohool 
reoords require this information in three cases. Of oourse, it 
may be readily granted that they aasume all pupils are members of 
the Catholio Church but it aeams possible that a knowledge of 
whether the father and mother are both Catholic would be of tm-
portance to any prinoipal or superintendent. We are inolined 
to think of it as amongst the first questions on registration 
day (35850). 
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TABLE X 
ITEKS Dl~OPPED FROM QUESTIODAIRE 
A. PERSONAL HISTORY 
4. Address of pupil 
b. Changed address 
B. PERSOlUL F.AJlILY HISTORY AND HOD 
LIFE 
2. Father 
b. Plaoe ot birth 
c. Date of birth 
d. Nationality 
3. Mother 
b. Plaoe of birth 
c. Date ot birth 
d. NatioDality 
C. SCHOOL HISTORY 
2. School previously attended 
b. Address ot school last attendeo 
3. Progress 
a. Average ot term 
D. SCHOOL DATA 
1. General 
f. Month 
g. Di.trict number 
h. Type ot oontrol 
i. County 
j. Pupil or register nwaber 
3. Admission 
b. Number of grades in building 
or school 
d. Pupils reported on 
f. Di.tribution of marks 
g. Total number ot teaoher. 
h. Teacher's certitication 
i. Teacher's total experience 
preTious to this year. 
j. Teacher's preparation 
k. Teacher'. years in position 
including thia year 
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4. Signature 
b. Trustee 
o. Superintendent 
d. Teacher 
e. Record Clerk 
f. Pastor 
g. Parent or guardian 
h. Attendance Worker 
5. Viaitors 
a. lame 
b. Date ot visit 
E. SCHOOL ACCOMPLISBMmITS 
1. RAting 
p. Agriculture 
v. Subjeot 
. y. Application 
I. Order 
aa. PerleYeranee 
bb. Speeial aptitude. 
3. Graduation or promotion 
d. Nwaber ot graduates 
4. Tests 
a. Intelligence 
. (S) Date 
(4) J.. C. 
(6) Score 
b. Bducational 
(4) Subject 
G. DDICAL HISTORY 
1. General considerations 
c. Results ot smallpox revaccina-
tion 
d. Date of diphtheria immunila-
tion 
e. Date of typhoid immunisation 
2. Items considered in the examina-
tion 
a. Throat 
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TABLE X (Continued) 
H. AT/mDANCE RECORD 
1. Absenoe 
c. Number ot pupils absent 
2. Attendanoe 
a. Attendanoe at HOly Mass 
e. Average daily attendance 
(boys) 
t. Average daily attendanoe 
(girls) 
~) Days present, it legal resi-
dence il inside local cor-
poration 
i. Days present, it legal resi-
dence is outside 100a1 oor-
poration 
3. Enrollment 
b. Number ot girls enrolled 
o~ Number ot boys enrolled 
4. General question 
a. Name ot oorporation in whioh 
pupil has legal residenoe 
I. ITEMS WHICH WERE ADDED BY SCHOOL 
PRINCIPALS 
1 •. Number ot boys in each grade 
2. Number ot girls in each grade 
3. Humber ot teachers (lay or 
religious) 
4. Number ot boys in graduating 
ol&ss 
5. Number ot girls in graduating 
01a88 
6. Number ot boys in last year t I 
olass attending high lohool 
7. Number ot girls in last year's 
class attending high sohool 
8. Number ot lalt year's olass Dot 
attending high sohool 
9. General Soienoe 
10. Extra-ourricular aotivities 
12. Daily program ot studies 
13. Equipment ' 
14. Building and grounds 
15. Pupil aooounting 
16. Distanoe tram sohool 
17. Number ot years in grade 
19. Father or mother living 
20. Total expenses 
21. Cost per pupil per month 
22. Capaoity ot sohool 
23. Per oent ot attendanoe 
In his prelim1n&ry list Kcllicholas mentions the it .. , -Baptism", '. 
·Contession-, and "First Communionft ; in his tinal torm, the term ·Confessiolf 
18 lubstituted by the item ttConfirmationtt • We are inclined to believe that 
the term ·Contession" is a mistake made in thetinal printing ot KoNioholas's 
work. It seems so muoh more important to reoord whether or not a pupil has 
been oonfirmed than to list the reception ot the Sacrament ot Confession. 
As ninety per oent ot the sohools used in the present study consider the 
reoord item ttConfirmation- an important one, we include the same in the 
tinal suggestive reoord blanks. 
For the purpose ot realizing our objective--to prepare a basic set 
., 
of rec~rds for use in our elementary sohools. it is neoessary to view in 
retrospect the result ot our inquiry. Firat. it seemed as though all items 
selected by our criteria would be entered upon the tinal for.m. Seoond. the 
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inquiry trom sohool prinoipal. resulted in the orystallization ot additional 
items neede in oertain localities. Third.- all additional items exoept two 
failed to reoeive a tinal ranking high enough to permit their inolusion in 
the final for.m. The two additional items accepted are "Home Language" and 
"Physioal Handioaps". 
The disoarding ot some additional items may be aooounted for by 'various 
, 
reasons; e. g •• the intormation for item "Number of teaohers (lay or reli-
gious)" OAn be obtained from the responses to the item "ame of Teaohers." 
A knowledge ot ".umber ot boy~ and girls in the graduating class" and of 
"Number of years in grade" may be had from information listed under the 
heading "Graduation or promotion." "Peroentage of attendanoe may be learned 
from answers under the heading "~ttendanoe reoord." 
"Da~ly program ot studies". "Equipment". "Building and grounds". and 
·Pupil aooounting" seem to be titles of blank torma rather than item. to be 
utilized on the blank to~. 
The item "Distanoe from sohool" will probably be used only in those 
localities in which pupil. are transported to the Ichool at publio expense. 
The two items relating to expenses. "Cost of pupil per month" and 
"Total expenses" would neoessarily be omitted as busine.s reoords of the 
sohool plant are not considered in the present stUdy. 
CHAPTER IV 
SELECTION OF RECORD AND REPORT FORMS 
In making recommendations for reoord and report forms for the Ichool. 
inoluded in this study only those forms are considered whioh are used by 
teaohers and prinoipals. The latter had been requested to indicate the 
school offioial or officials who would use each item listed. TABLE XI sets 
forth the responses to this inquiry. 
A study of the classification of record and report forms in TABLE II 
disoloses the fact that a large proportion of the blank forms used by 
, 
offioials are furnished to teachers or prinoipals who, upon completion of 
the desired information, return the blanks to the official from whom they 
were reoeived. In some sohools there are duplicates of these reports on 
file in the principal's office; in many others this desirable feature is 
mining. 
TABLE XI indioates the items, information to which is used by the 
teacher and principal. These items will be inoluded on the record and report 
forma to be reoommended for use in the sohool. inoluded in this stu~. 
The information needed by various offioials, such as, Diooesan, State, 
County, and City Superintendent, Attendance Officer, and State Department 
oan be obtained from the Tea~her's Register or the Prinoipal's Offioe Card. 
County Nurse, Doctor, and Board of Health .upply their own forms and fill 
them out at the time of making, the examination. This il true, at least, 
in all cases inwnich healthrecordl are used in the sohools cf this stu~. 
Looal organisations, such as Parent-Teaoher Association, Looal Dealers, 
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tABLE XI 
THE SCHOOL OFFICIALS Am> OTHER OFFICIALS WHO USE THE lTEMSLISIED ON 
~ THE QUESTIONNAIRE AS CHECKED BY SCHOOL PRINCIPALS* 
• CH • ~ ~ ~ 4'3 ... • • -.::f 0 ., ., ...It .. ., l • ::I ... • rot .p GO • ., ... ., 1! • e 1'4 «! i ! 0 ... ... rot rot 0 j I~ ... : .8 & i ! ~ • I1t ::I I ! • • r: ... 
'E ::I fIl "" f "'" .... j ..c: f C'Il • 1: rot '-t f rot i ] j • ~ ., ., 1 ., • 0 0 • rot ~ 1! 1t 0 .... 1t E-4 0 >< ~ 0 ~ • 13 &: ., a ~ .e 0 .... : ~ &! 0 ~ • 't:l • .s ,E-t 0 0 fIl ~ IX) 0 0 C'Il ~ I 
A. PERSOlW. HISTORY 
1. Pupil -
a. Name 21 ~5 4: 11 16 6 4: 1 1 1 l~O 1 .1 1 
b.Sex ~] I~ 4 18 11.0 6 :5 2 1 1 1 ~O 1 1 1 
2. Birth or pupil .' 
a. Date ~ IU :5 9 13 6 2 1 1 8 l' 11 
-
b. Place ~9 130 2 4: III 3 1 J 1 2 
3. Age 'of pupil 
~~ 4:~ 12 a. Age (without definition) 3 9 6 3 1 9 1 1 1 
4. Address of pupil 
~e 42 ~2 14 a. Present address 2 4: 2 11 1 9 1 1 1 
b. Changed address [21 "34 2 110 III S 2 1 1 4: 1 1 1 
c. Telephone ~ sa 2 9 9 1 1 1 1 1 3 1 1 1 
5. Sacraments - -'-} 
a. Baptiam (year) 9 a:> 2 37 2 1 
b~ First Holy COJllllLlnion \year) 9 ?2 2 38 2 1 
c. Confirmation (year) 9 22 2 sa 2 
B. PERSONAL F.AMILY HISTORY .AlID 
HOME LIFE 
1. Parents and guardian 
a.Name 29 43 3,11 IE 6 2 3 1 7 
b. Addreas ~e 3:1 31~ lE 612 3 1 6 
o. Oocupation ~l 12f S 610 1 1 S 6 
2. Father 
a. Religion 14 12:1 2 1 U 1 1 1 1 1 
b. Plaoe of birth 7 ~ 2 1 7 1 
o. Date of birth 5~ 2 1 6 1 1 
d. Nationality ~ ~ 2 2 9 11 1 
3. Mother .. 
a. Religion ~4 ~2 2 1 til 1 1 1 1 
b. Place of birth 17 512 1 7 1 
c. Date of birth 15 12 12 il 6 l! l-_ 
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fABLE XI_ (Continued) 
- t! , 
• t • .p I I~ ~ .... :: 0 • • 1 ~ • • Items • ~ • & ~ • • ., .... ., .... ..p ! 0 .... .... .... .... 0 J ~ a ~~ .... 8 Ii Ii I! ~ • ~ e • • :: .... t Ii ::ttO ~ Ii ~ .... ., -" to • .p ro4 IH >- ro4 ., S .g • ., ., • ~ ~ • 0 § 0 • ro4 i ~ ~ I~~ 0 ~ E-4 ~ .:.-. j .... I ~ 0 ~ • ~ ::I 0 .... .p is ~ • ~ 0 0 • is E-t to 0 otO to to P4 ~ 0 0 to II; I'" 
d. Nationality ~4 ~~ 2 2 9 1 
C. SCHOOL HISTORY 
1. Admission 
a. Date of entrance ~7 
" 
4 8 4 5 3 2 1 1 1 
2. School previously attended 
a. Name of sohool or district 
last attended ~~ 11 1 5 1 6 3 1 1 1 1 
b. Address of school last 
attended ~e ~2 2 6 2 2 3 1 1 1 
o. Grade in sohool last attended ~ 38 216 2 12 3 1 1 
3. Left lohool 
a. Date ~~ 13e 2 *1 3 4 3 1 1 1 1 
b. Cause ~ ~l 2 5 4 12 4 1 1 I .1 
4. Transfer I 
a. To what school ~S ~l 2 ..". 2 4 3 2 1 I 1 
5. Progress 
a. ATerage of term. 21 1« 5 2 6 1 5 1 ! I 1 
b. General average ~l ~ 4 2 611 5 1 ~l 
o. Average, first semester 21 13f I) 2 • 1 I) 1 11 d. Average, seoond semester 21 14' 14 2 5 1 15 1 ! 1 " 
D. SCHOOL DATA 
1. General 
a. Name of school or building' ~ 32 14 9 l~ 11 64 6 .. 
b. Sohool address(oity or town) ~f 31l It: 8 9 12 6 41~6 
o. Grad, ohild il in ~ I~ rtr 5 14 9 14 43 
d. Name of teacher ~5 ~5 ~4 4 8 10 6 517 
e. Year ~ l~f 11 8 9 9 6 6 6 
t. Month ~.;: 127 ~O 7 15 8 [6 6 4 
g. Distriot awmber 8 110 6 12 12 9 3 2 1 
h. Type of oontrol J3. '1 711 14 9 4 5 '2 
i. County fU9 lIS 86 13 U 6 4 4 j. Pupil or register number ~ Il~ 6 14 4 5 6 3 3 
2. Length ot term 
a. Term beginning ~ 3~ le 5 9 lJ 5 5 5 
b. Term ending ~4 13~ IIC (j 9 ~1~ 6 5 5 , 
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TABLE XI (Continued) 
I'"'" 
~ 
• COo4 • ~ .p ~ ..s::: ... ! ! tIQ • ~ ~ 0 (D Items G> ~ • JJ ... • ~ :! ... (D l! • ~ l ~ oS ~ 0 1 JJ ~ ... t! 8 ~ I~ l tIQ /lot JJ ~ t! ! • • tIQ ... 'E ~ ~ ... ~ Ii I~ ..., ... .... G> .£:I tIQ .p .... COo4 G> g ..s::: • ~ (D (D tIQ 0 (D • 0 • ..... ~ 0 ~ l! g ~ 0 ~ ~ 1d E-I g >t g .r! •• .p 0 • .d ~ ... (D 
=' ~ ~ .... is ~ 0 .p • ~ 0 I: • .c3 /lot E-I CIl C,) C,) fIl fIl CIl /lot ~ C,) C,) f2I E-I 
c. Number of days school was in 
operation this period ~3 ~2 9 7 5 14 6 6 6 1 1 7 1 1 
d. Days actually taught this 
period ~O ~9 8 5 3 ~l 3 4 3 '1 17 1 1 
3. Administrative 
a. Date report or record was made 20 ~8 8 3 3 9 54 4 1 2 
b. Number of grades in building 
: 
or school 22 15 H 4 7 9 6 6 5 1 1 
c. Grades reported on ")..7 17 P. 13 4 7 5 5 4 T 3 , 
d. Pupils reported on 18 9 9 6 2 18 4 5 I! 'I I 4 1 1 
e. Grad~s taught by teacher 23 19 14 2 4 9 5 3 18 11 1 2 1 1 
f. Distribution of marks ~ 21 1 8 6 4 2 1 3 il 
g. Total number of teachers 23 14 IlC 1 7 05 4 6 11 1 4 11 
h. Teacher's certification 7~1 III 2 11 5 5 15 ~ IT 
i. Teacher's preparation l7 III 13 1 8 1 5 15 15 ,2 j. Teacher'S total experience 
previous to this year 17 11 13 1 9 7 64 1 2 
k. Teacher's years in position 
including this year ~3 11 H 11 74 4 1 2 
4. Signature 
a. Principal 17 67 4 5 8 1 2 2 1 
b. Trustee 1 1 !1 1 2 
c. Superintendent 6 6 3 1 15 1 2 1 1 
d. Teacher 9 21 7 '4 3 7 1 
e. Record Clerk 1 1 2 1 2 1 
f. Pastor 8 8 -s III ~ 2 12 
g. Parents or guardian. 6 20 11 11 12 1 1 
h. Attendance worker 12 4 7 
5. Visitors I 
a. Name' 7 7 1 1 1 I 
b. Date or visit 7 6 11 ~ 
~. SCHOOL ACCOMPLISHMENTS 
1. Rating 
~4 ~5 a. Arithmetio 5 4 6 1 4 
b. Reading !16 '6 5 4 ,6 ~3 
o. Writing or Pemnanship ")..7 f4B. 5 4 16 1[4 
d. Geography 1.Lt: ~'1 5 4 16 11 4 
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e. United States History 6~ 5 4 6 1 4 
f. Civios 16 ~ 5 4 6 14 
g. Spelling 16 
'l 5 46 14 
h. Drawing 544 4 2 6 3 
i. Imsio 5~ 4 2 6 3 
j. Hygiene 4~~ 4 2 5 ~ 
k. Composition ;!.5 ~2 5 4 16 4 
1. Christian Dootrine H ~! 5 14 1 4 
m. Physical Training 13 ~ 4 4 3 3 
n. Physiology 15 35 4 4 6 11 3 
o. GJ'8mIII8.r .7 43 5 6 5 1 4 
p. Agrioulture II .~ 1 4 13 ,1 1 
q. Religion 15 4~ 4 114 3 
r. Language or English !~ .~ 4 5 16 1 5 
. s. Bible History 14 !lO 6 fl3 1 1 5 
t. Nature study 12 23 I? 13 15 4 
u. Art 14 ~ 2 5 15 3 
v. Subjeot 10 115 2 3 12 3 
'W. Deportment or Conduot 18 ~ 3 1 II 2 4 
x. Effort 7.-2 3 1 7 4 
y. Application 16 'lfl 3 1 6 11 4 
z. Order 15 38 12 4 12 2 
aa. Perseverance 9 14 :3 3 
bb. Speoial Aptitudes 7 15 3 11 3 
2. Examinations 
a. Final 22 33 10 9 92 1 15 1 
b. Mid-year ~2 ,33 12 1 8 ~~ 2 1 8 1 
3. Graduation or promotion 
a. Promoted to grade ~6 44 6 7 7 2 1 7 1 
b. Promotion .7 36 6 7 ~ 12 2 
o. Date of promotion 19 ~ 4 6. 7 1 4 
d. Number of graduates 25 57 7 ~~ 9 13 3 18 jl 
4. Testa 
a. Intelligenoe 
(1) I. Q. ~l ~.~ 1 2 1 3 
(2) Name ~ 21 '1 2 1 3 (3) Date i9 21 ~1 12 1 3 
(4) A. C. 7 l.~ l1 2 J. 2 (5) M. A. 7 17 1 2 1_ 2, 
r 
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(6) Soore 8 201 2 12 
b. Educational I 
(1) Norm 6 12 2 i 
(2r Score 16 11 1 1 (3 Name 14 13 1 12 1 1 I 
(4) Subject 4 J.:i J 12 1 1 (5) Date 3 12 1 1 1 I 
, 
I F. MEDICAL HISTORY i , 
i 
. 
2111 
1. Diseases ohi1d has had 
a. Soar1et fever (date) 36 1 1 
b. Whooping oough (date) 3 5 1 le 11 1 
c. Diphtheria (date) 4 6 1 12[11 1 
I I 
G. JlEDICAL EXAJaNATIOlf 
, 
I I 
, i' 
1. General oonsideration i I 
a. Date of smallpox revaocinatioJ 46 1 21i2 1 
b. Result of smallpox 
revaooination 4 5 1 19 2 2 
o. Date of diphtheria 
el2 iDmunization 5 6 1 2 
d. Date of typhoid immunisation 4 6 1 !~ 2 2 
e. Name of physioian 5 8 1 1 19 1 1 
2. Items oonsidered in the 
I I I examination I I I 
a. Teeth 3 9 1 1 211 3 
b. Throat a 9 1 :1 21 3 
o. Hearing 3 9 1 1 21' 3 
d. General Health 3 9 1 1 21 3 
3. Measurements taken 
a. Height 3 0 1 1 22 1 3 
H. ATTENDANCE RECORD 
I 
1. Absenoe t 
a. Date of absenoe ~e ft:_5 4 12 2 4i 2 
I 
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TABLE XI (Continued) 
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b. Number ot. day. absent 20 f4,5 5H lC 1 1 1 6 
c. Number of pupils not absent 24 135 :3 III 4 6 1 1 1 
d. Excused L4 13~ 2 9 3 1 1 2 
e. Date of tar~ L3 ~fl 2 7 3 Z 1 ~ 
f. Number of times tardy I~I ? 8 3 4 1 4 I .... 
g. Ca.e. of tardiness l6 l:fi IZ 7 OS 3 1 [I 
h. Number of pupils neither tar~ 
nor absent ~C 3] 8 6 4 3 . 
i. Number of pupils truant lUi ~'l ~1 5 '3 1 12 
j. Tot~l number dropped or 
18 134 4 withdrawn 110 6 1 2 2 
k. Dind •• ed 16 ~.~ Z 9 7 6 2 2 
2. Attendance 
a. Attendanoe at Holy Ya.s 9 21 11 1 
b. Humber of days prel!lent [6 34 OS 84 7 1 1 6 
c. ATerage daily attendance L7 I~ 14 .C I) 19 11 13 7 
d. Average daily attendance(boys ,ll 121 !2 7 16 9 I IS 7 
e. Average daily attendanoe 
(girls) ~4 ~~ 3 7 5 9 1 3 7 
f. Total number of days 
attendanoe ~8 2El 4 7 4 .1 1 3 8 
g. Days present if legal re.iden e 
il!l inside looal oorporation 9 31 3 5 6 2 S 
h. Days pre.ent if legal resi-
denoe i. outside looal 
corporation 8 10 1 3 4 4 2 S 
3. Enrollment 
a. Total nuaber enrolled ~7 31 12 9 tle 14 84 ~2 
b. Number of girls enrolled ~~ IZ~ 114 6 114 11: 17 4 12 
c. Number of boys enrolled ~6 ~C III 7 ~lA 13 7 5 ,11 
d. Number of pupils enrolled 
~B grades one to eight is..~ h2 5 tJ.4 13 6 3 11 
e. Enrolled in room or graae 12fi 1& III I) 112 Ie 14 13 10 
f. Clas8 8ile 2, Z~ 7 I~ ;W 7 3 13 7 1 1 1 1 
4. General question 
a. Name of corporaticn in which 
pupil has legal residence In U 2 2 6 5 6 1 11 1 1 
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I. I1'EIIS NOT LISTED WHICH WERE 
ADDED BY SCHOOL PRINCIPALS 
1. Number of boys in eaoh grade 1 
2. NUmber ot girls in each grade 1 
3. Nuaber of teaohers (lay or 
religioua ) 1 
4. Nuaber ot boys in grad-
uating olass 1 , 
5. lumber of girls in grad-
uati;1g olass 1 
6. Number ot boys in last year's 
olass attending high sohool 1 
1. Number ot girls in last year's 
olass attending high sohool 1 
8. General Soienoe ~ 
9. Extra-ourrioular aotivities 1 
10. ~si~al handioaps 1 
11. Equipaerit 1 
12. Daily program or atudles 1 1 
13. Building and grounds 1 1 
14. Pupil aooounting 1 
15. Distanoe from. sohool 1 1 1 
16. Number of year. in grade 2 1 
11. Home language ,- I 
18. Father or mother living 1 Ll 1 1 19. Total expenses 1 1 1 1 
20. Coat per pupil per .onth 1 
21. Capaoity ot sohool 1 1 1 
22. Per oent ot attendanoe I 1 I 1 
23. lUmber ot last year's olaaa 1 not attending high sohool 1 
I 
* It 18 interesting to note that in oheoking the questionnaire no m.ention 
was made ot deans and oounselors as sohoo1 oftioials. 
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and Theaters seeking information fram the school U8e the same items as the 
teacher~and the principal. (See TABLE XI) This factor suggests that.eparate 
forms to record the informaticnwould be unnecessar,y. 
A record system developed trom the data in CHAPTER III would inolude 
the following forms, 
1. Teacher's Daily Sohool Register and Pupil's General Cumulative Reoor~ 
2. The Principal'. Offioe Card. 
3. The Pupil'8 Report to Parents. 
Recommendations for changes in the record system of any school should 
grow out ot the oonsideration of the following faotors. 
1. Size and 8hape of the reoord for.ma already in use in the 8chools 
under oonsideration. 
2. The size of standard tiles now in use in these sohools. 
3. The oharaoter and number of items to be placed on the forms. 
\ 
Sinoe thirty-one or 63.26 per oent of the sohools use a month tor a 
reporting period. we would recommend that this feature be kept. Here follows 
a disoussion of the oontent of the suggestive reoords as proposed by the 
writer. 
The Teaoher's Daily Sohoo1 Register and Pupil'8 General Cumulative Record· 
Nineteen 8choo18 inoluded in this study use a 1008e-leaf register, size 
11 x 8 1/2 inohes. The next largest group using the same 8ize and for.m i8 
tive. It would seem, then, that a loose-leaf register, size 11 x 8 1/2 
inohes would be most de8irable if it can be made to oarry the neoessary 
items. 
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The Teaoher's Daily Sohool Register designed tor reoommendation in-
cluded both the attendanoe and soholarship as well as the pupil's oum.tative 
~ 
reoord. It keeps together the names ot the pupils ot one olass or grade 
for recording or reporting the daily attendanoe. The names of the pupils 
are written only onoe. It provides a summary of attendanoe both tor the 
month and for the term. In addition to the attendanoe reoord sheets, sohol-
arship record sheets (FIGURE VII) are provided on whioh the teaoher records. 
the monthly soholarship ot the pupils. 
The oumulative record, FIGURES IX and X, is the fundamental record of 
the pupil. One sheet should be made out for each ohild. This sheet is de-
signed to tollow the pupil from teaoher to teacher. Eaoh teacher is re.pon-
sible for ~he deliveranoe ot the reoord sheets to the next teaoher unless 
the pupil is transferred to another lohool. If this should be the oase, the 
cumulative reoord is taken to the prinoipal, where it is filed until the 
latter reoeives a request for it from the new sohool. 
The Teaoher's Daily Register is complete when it oontains.' 
1. A oopy of Form A-l, FIGu~ V, showing the first page of the 
register. 
2. A oOPY of Form A-4, FIGURE VIII, showing the last page of the 
register. 
3. A set of sheets for attendanoe, Form A-2, FIGURE VIe-the number 
neede will vary aooording to the length of the sohool ter.m. 
4. A set of sheets for scholarship, Form A-3, FIGURE VII--the number 
will vary aooording to the subjeots taught. 
5. A oumulative reoord sheet for eaoh pupil in the olass, Form A-5, 
FIGURES IX and X. 
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CODE--Cause of Absence 
E Entered School 
" Forenoon Absent 
~ Afternoon Absent 
X Day's Absence 
W Weather 
1-' 
1 
, ' , 
_~~,l ..... ___ .~"L, ....... _ .. J _.~_ 
i ' 
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FIGURE V. FORM A-I. FIRST PAGE OF TEACHER'S DAILY REGISTER SHOWING 
PUPIL'S NAMES, GRADE, AGE, .AND FIRST MONTH OF ATTENDANCE 
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8CHOl1-'rT'HTh HEC03D 
22 
23 
24 
25 
FIGURE VII. FORM A-3. PAGE OF TEACHER'S DAILY REGISTER SHOWING 
THE MONTHLY SCHOLARSHIP OF PUPILS. PAGE IS CUT AS IN FORM A"2. 
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FIGURE VIII. FORK A-4. LABT PAGE OF THE TEACHER'S DAILY REGISTER SHOW-
ING SUDA.RY or EXAIIlNATION GlW>ES, AVERAGES, PROMOTIONS AND FAILURES. 
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The Daily Attendance and Scholarship Register is kept by the teacher 
and is submitted to the principal monthly. At the end of the term. ~ is 
4l' 
filed in the principal's office. 
Principal's Office Card 
The Principal's Office Card is a summary of the cumulative record. It 
is kept in the principal's office and should serve as a record for future 
years of every ohild who attends the sohool. The grades of sohool subjects, 
and reoord of attendance are entered on this oard at the end of eaoh 
semester. 
All the sohools in this study whioh use a Prinoipal's Office Card as a 
per.manen~ reoord use a card 5 X 8 inches exoept two. The oards used in these 
two sohools are too small to oarry the necessar.y information and they do not 
conform. to standard sizes of files. FIGURES XI and XII show the obverse 
and reverse respeotively of the Prinoipal's Office Card as recommended in 
this stu~. The size of the oard is 5 x 8 inches. The information is 
obtained from the Teaoher's Daily School Register and the Cumulative Record. 
It is filled out at the end of each semester. 
Pupil's Report to Parents 
In order to bridge the gap between the school and the home the Pupil's 
Report to Parents has been designed. It not only informs the parents re-
garding the progress in school work of the pupil but also serves as a means 
for securing the desired oooperation of the home. 
As pointed out in the analysis of the report card in CHAPTER III, all 
schools in this study except one are using the old traditional card. It 
Name 
.... 
.... 
~ (Last) (First) (Middle) 
II) 
N..~ ,.a 
~ Address Q) 1 Occupation Home~. 
Year Residence School At-
• Birthplace, Nationality, Home Languagl 
1. United States 5. Italy 9. 
2. Canada 6. Ireland 10. ---
3. France 7. Mexico 
4. Germany 8. 
----
coi:~l.[eH LJ,-
'Ierlfl::''I 
:-.~ .I(. 
LJ 'r" 
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FIGURE XI. FORM B-1. OBVERSE SIDE OF PRINCIPAL'S OFFICE RECORD CARD 
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seems that this type of card does not bring about the desired relationship 
between the school and the home. The report recommended in this 8tu~ 
~ 
(see FlqURE XIII to FIGURE XIV). has a separate page for each reporting 
period. The record of attendance i8 made on the inside of the front cover 
and the certificate of promotion appears on the baok cover. The size of 
the report reoommended is 6 1/4 x 3 1/2 inches which is the same size as 
that used in twenty-nine of the schools under oonsideration. 
The teacher makes out the report. Grades in the various subjects are 
not reported. The teaoher reports the distinctive needs of eaoh ohild and 
oommends the outstanding effort or progress made by the ohild. The parent 
is asked to make suggestions to the sohool and is urged to oonfer with the 
teacher. 
(Name of School) 
(City. Sta.te) 
REPORT TO PARENTS 
on the work of 
Name __________________________ ___ 
Grade 
------
For the Year of 19 to 19 
---
(Prinoipal) 
(Tea.cher) 
FIRGUR XIII~ FORM C-l. FRONT COVER OF PUPIL'S REPORT TO PARENT, 
SHOWING NAME AND LOCATION OF SCHOOL, AND NAME OF PUPIL 
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r.-------------------________ ~ 
TO PARENT 
Habits and attitudes are equal in 
importanoe to subjeot matter and skills. 
The sohool and the home should oooperate 
in developing these within the pupil. 
Henoe parents are urged to take notioe 
of the needs of the ohild and oonfer 
with the teaoher. 
Attendanoe 
Montha 1 2 3 4 5 6 7 8 
Days Taught 
I Days Absent I 
I 
I Times Tardy ! 
I 
Times Truant 
9 
I 
'I 
! 
J 
FIGURE XIV. FORM C-1. INSIDE OF COVER SHOWING NOTICE TO PARENTS 
AND ATTENDANCE RECORD OF PUPIL 
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FIRST MONTH 
is making 
----(~P~u-p~i~l~t-s-tri~r-s~t~n~am~e~)---
outstanding progress in ____________ _ 
and is doing satisfaotory work in all 
other subjects exoept 
REMARKS BY TEACHER I 
REMARKS BY PARENT: 
FIGURE rI. FORM C-l. ONE OF THE MONTHLY REPORT FORMS USED BY 
TEACHERS IN MAKING THE REPORT TO PARENTS 
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CERTIFICATE OF PROMOTION 
This certifies that 
has completed the work of the 
grade and i8 her~by 
------
promoted to the _____ grade 
19 
----
(Principal) 
(Teaoher) 
FIGURE XVI. FORM C-1. BACK COVER OF PUPIL'S REPORT TO PARENT 
SHOWING THE FORM OF THE CERTIFICATE OF PROMOTION 
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CHAPTER V 
SUlfMARY OF THE STUDY 
The problem of this investigation was to make a study of the reoords 
and reports used in the schools under the direction of the Poor Sisters of 
St. Francis Seraph of the Perpetual Adoration and to make recommendations 
for improvements in the system now in use. Here we offer a summa~ of our 
procedure, findings, and recommendations. 
First, the histo~ of the development of the school records was traced. 
A survey of the literature brought to light that child-accounting gradually 
. 
developed and at the present time is an integral part of school administra-
tion. As revealed by early eduoationa1 literature the history of ohi1d-
accounting dates baok for more than a century. However, child-accounting' 
was not oonsidered important until the free publio sohool was organized and 
laws were passed by state and looal governments granting the schools aid in 
one form or another. 
The National Education Association discussed the question of records 
and reports at many of its meetings. In 1908, a disoussion of records and 
reports was introduced at the sixth annual meeting of the National Catholic 
Educational Association. The necessity of uniformity and accuracy was 
brought up again at a later meeting of the same association. 
The development of the scientific movement, the results of school 
surveys, and individual investigations indicated the lack of uniformity in 
records and brought the importance of an adequate system of records and 
reports to the attention of teachers and administrators. 
-104-
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The enforoement of the compulsory attendance law required an acourate 
accounting of each child between the age limits of the law. 
fj 
Problems relative to retardation, elimination, promotion, failure, and 
average of pupils demanded accurate and oomp1ete information for their 
solution. This information could be secured only through an adequate system 
of records and reports. 
Second, we studied a variety of record for.ms now in use. TABLE II and 
TABLE III give a conception of the variety of record and report forms in 
actual use in the schools included in this study. A total of three hundred 
eighty-six reoord and report blanks are in actual use in the forty-nine 
schools. Nine hundred nine different items appear on. the record and report 
forms used. Of these three hundred thirty-nine appear only onoe. Data 
show that 
a. In many of the schools the oumu1ative oard is laoking. 
b. There is a duplication of items due to the lack of integration of 
records. 
c. Entire phases of child-accounting are omitted, e.g. health. 
d. There is a lack of any form of permanent record in twenty-seven 
sohoo1s. 
e. Analysis of the report oards to parents reveals that there is a wide 
variation in form and little general agreement in reporting any item other 
than marks in subjects and at.tendance. 
Third, oarefu1 analysis of the reoords in use, and thoughtful study of 
the questionnaire results led to the following recommendations. 
a. Records and reports should be uniform and comparable not only as to 
data whioh they collect, but also as to that colleoted in other systems. 
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b. No unnecessary item of information should be oolleoted. 
c.~The several records of the system should be integrated and u~fied. 
d. A system of records should be as compact as possible with duplioation 
of information reduoed to a minimum. 
Finally, the foregoing principles were embodied in the tentative record 
forms described in CF~TER IV. They provide for carrying all items of infor-
mation needed by the principal and the teacher. From these can be obtained 
the necessary information for reporting to the Diocesan, County, City, and 
the State Superintendent or other offioials. 
The forms are closely integrated. They are simple; eaoh reoord can 
be easily made with little requirement of thought and effort. 
It seems that a system of records as recommended would be adequate 
for the effioient management of the sohools under consideration in this 
study. 
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APPENDIX 
LETTERS USED IN THIS nrVESTIGATION 
Venerable and dea.r Sister: 
4il 
April 21, 193-r 
In oonnection with my work at the Loyola University, I am making a 
study of the report and record forms used in the schools under the direct~on 
of the Sisters of our community. 
This study attempts (1) to evaluate present systems of chi1d-aocount=ing, 
and to offer data which oan be used as oriteria in the se1eotion of items to 
to be recorded; and (2) to prepare a set of tentative basic reoords for ,u.se 
in the scho9Jaunder the direction of our oommunity. 
In undertaking this investigation it becomes necessary to appeal to 
the pnncipa1s of the schools for assistance. Will you be kind enough to 
send me a complete set of blank record and report forms used in your scho~l? 
These forms should include: pupil's report card, the cumulative record ca~d, 
pe~ent record or office card, teacher's register, or any others that a~e 
used in your school. If the teacher's register is a commerioa1 product, 
please state the title and publisher. 
I assure you that any help you are able to give will be greatly 
appreciated. 
Sincerely yours 
(signed) Sister Mary Pet rona 
-116-
~enerable and dear Sisterl 
4 
December 16, 1937 
Last spring I requested the principals of the schools under the direc-
~ion of our community for blank for.ms of records and reports used in the 
~chools. Every one responded to my appeal. This whole-hearted cooperation 
is very greatly appreciated. 
Before the thesis which I have undertaken can be completed, I have 
~other favor to ask which I hope will not prove in any way to be burdensome 
, 
~o you. A questionnaire is enclosed in this letter. If you can fill it out 
~thin the next few days and return it, you will be aiding a great deal in 
helping me complete my work. 
The items of the questionnaire are chosen from the list compiled by 
~ounting the frequency of the appearanoe of items on the biank for.ms received 
~rom our schools. Only those which appeared ten or more times were selected. 
~or this reason, the questionnaire may not include all the items you find 
necessary in your school. If you find that you need others, please list 
these on the last page in the space provided. 
The directions for checking are given on the first page on the question-
~ire. The code for Column I may not include all the officials who have use 
~or the items. Please add any others who use them in your school. In case 
~he same item is utilized by more than one person, please indicate this by 
placing the various code letters in the space provided. For example, the 
-117-
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letters TPB, placed in column one, indicates that the item is used by the 
teacher, the principal, and the board of health. 
I will be most gratefUl for your co-operation. 
Sinoerely yours 
(Signed) Sister Mary Pet rona 
SCHOOLS CO-OPERATING IN THIS INVESTIGATION 
1. Sadnt Agnes School 
Chicago Heights, Illinois 
2. Saint Mary School 
Dunnington, Indiana 
3. Saint John Baptist School 
Earl Park, Indiana 
4. Saint Andrew School 
Fort Wayne, Indiana 
5. Sacred Heart Academy 
Fowler, Indiana 
6. Saint Mary School 
Griffith, Indiana 
7. Saint Casimir School 
Hammond, Indiana 
8. Holy Family School 
Hartford City, Indiana 
9. Saint Bridget School 
Hobart, Indiana 
10. Saint Mary School 
Huntington, Indiana 
11. Saint Joseph School 
Kentland, Indiana 
12. Saint Ann School 
Lafayette, Indiana 
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13. Saint Boniface School 
Lafayette, Indiana 
14. Saint Lawrence School 
Lafayette, Indiana 
15. Saint Joseph School 
La Porte, Indiana 
16. Saint Bridget School 
Logansport, Indiana 
17. Saint Edward School 
Lowell, Indiana 
18. Saint Cyril and Methodius School 
North Judson, Indiana 
19. Sacred Heart School 
Remington, Indiana 
20. Saint John Ev. School 
Saint John, Indiana 
21. Sacred Heart School 
Emporia, Kansas 
22. Saint Mary School 
Maydale, Indiana 
23. Saint Jos~ph School 
Olpe, Kansas 
24. Saint Mary of the Angels School 
New Orleans, Louisiana 
120 
25. Saint George Sohool 37. Saint Stanislaus Sohool 
Hermann, Missouri Omaha, Nebraska « 
., 
26. Assumption Sohool 38. Saint Joseph Sohool 
Morrison, Missouri Platte Center, Nebraska 
27. Immaoulate Conoeption Sohool 39. Saint Miohael Sohool 
Union, Missouri Tarnov, Nebraska 
28. Saint Anthony Sohool 40. Saint Boniface Sohool 
Columbus, Nebraska West Point, Nebraska 
29. Saint Bonaventure Sohool 41. Saint Anthony Orphanage 
Columbul, Nebraska Albuquerque, New Mexioo 
30. Sacred Heart School 42. Immaculate Conception Sch~ol 
Co~lea, Nebraska Cuba, New Mexioo 
31. Saint Stanislaus Sohool 43. Sacred Heart Sohool 
Dunoan, Nebraska Gallup, New Mexioo 
32. Saint Francis Sohool 44. Jemes Mission School 
Humphrey, Nebraska Jemes, New Mexioo 
33. Saint Mary Sohool 45. Saint Francis Assissi Sohool 
Humphrey, Nebraska Lumberton, New Mexioo 
34. Saint Thomas Orphanage 46. Guadalupe Sohool 
Linooln, Nebraska Pene. Blanca, New Mexico 
35. Saint Bernard Sohool 47. Saint Joseph School 
Lindsay, Nebraska San Fidel, New Mexico 
36. Immaoulate Conception School 48. Saint Anthony Indian Sohool 
Omaha, Nebraska Zuni, New Mexioo 
49. Saint Mary Sohool 
Memphis, Tennessee 
.. 
QUESTIONNAIRE 
Direotions for oheoking. 
., 
In the first oolumn indicate whioh sohool 
offioial or offioials use this information. Use the letters in the follow-
ing oodel 
P Principal C Parish Priest E 
S Supervisor Z County Superintendent F 
T Teacher Y City Superintendent H 
A Attendance Officer B Board of Health R 
Place an "x" in the second column if the item is not used at all; in the 
third column, if the item is used but of questionable need; and in the 
fourth, if the item is used and is of actual need. 
Is used If used 
Items Utilized If not but of and of 
by used question- actual 
whom at all able need need 
A. PERSONAL HISTORY 
1. Pupil 
a. Name 
b. Sex 
2. Birth of pupil 
a. Date 
b. Plaoe 
3. Age of pupil 
a. Age (without definition) 
4. Address of pupil 
a. Present address 
b. Changed address 
o. Telephone 
5. Sacraments 
a. Baptism (year) 
b. First Holy Communion (year) 
c. Confirmation (year) 
B. PERSONAL FAMILY HISTORY AND HOME 
LIFE 
1. Parents and guardian .. 
a. Name 
b. Address 
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QUESTIONNAIRE (Continued) 
41 Is used If used 
Items ~ti1ized If not but of and of 
by used question- actual 
whom at all able need need 
, 
1. County 
j. Pupil or register number 
2. Length of term 
a. Term beginning 
b. Term ending 
c. Number of days school was in 
operation this period 
d. Days actually taught this montl1 
3. Administration 
a. Date report or reoord was made 
b. Number of grades in building 
or school : 
c. Grades reported on 
d. Pupils reported on , 
e. Grades taught by teacher 
f. Distribution of marks 
g. Total number of teachers 
h. Teaoher's certifioation 
i. Teacher's preparation 
j. Teacher's total experience 
previous to this year 
k. Teacher's years in position 
including this year 
4. Signature 
a. Prinoipal 
b. Trustee 
c. Superintendent 
d. Teaoher 
e. Reoord olerk 
f. Pastor 
g. Parents or guardian 
h. Attendance worker 
5. Visitors 
a. Name 
b. Date of visit 
E. SCHOOL ACCOMPLISHMENTS 
1. Rating 
a. Arithmetio 
b. Reading 
o. Writing or Penmanship 
d. Geography 
e. United States History 
QUESTIONNAIRE (Continued) 124 
.; Is used ~Ilf used 
Items Utilized If not but of and of 
by used question- aotual 
whom at all able need need 
f. Civios 
g. Spelling 
h. Drawing 
i. Musio 
j. Hygiene 
k. Composition 
1. Christian Dootrine 
m. Physical Training 
n. Physiology 
o. Grammar 
p. Agrioulture 
q. Religion 
r. Language 
s. Bible History , 
t~ Nature Study 
u. Art 
v. Subjeot 
w. Deportment or Conduot 
x. Effort 
y. Applioation 
z. Order 
aa. Perseveranoe 
bb. Speoial Aptitude 
2. :E:xaminations 
a. Final 
b. Mid-year 
3. Graduation or Promotion 
a. Promoted to grade 
b. Promotion 
o. Date of promotion 
d. Number of graduates 
4. Tests 
.a. Intelligenoe 
(1) I. Q. 
(2) Name 
(3) Date 
(4) A. c. 
(5) M. A. 
(6) Soore 
b. Eduoational 
(1) Norm 
(2) Score 
(3) Name 
(4) Subjeot 
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QUESTIONNAIRE (Continued) 
~ Is used If used 
Items Utilized If not but of and of 
by used question- actual 
whom at all able need need 
, 
(5) Date 
F. MEDICAL HISTORY 
1. Diseases child has had 
a. Scarlet fever (date) 
b. Whooping cough (date) 
c. Diphtheria (date) 
G. MEDICAL EXAMINATION 
1. General considerations 
a. Date of smallpox revaooination 
b. Result of smallpox , 
revaocination 
o. Date of diphtheria 
immunization 
d. Date of typhoid immunization 
e. Name of physician I 
2. Items considered in the 
examination 
a. Teeth 
b. Throat 
o. Hearing 
d. General Health 
3. Measurements taken ! 
a. Height i 
H. ATTENDANCE RECORD I 
I 
1. Absenoe i 
I 
a. Date of absenoe 
b. Number of days absent 
-o. Number of pupils not absent 
d. Excused 
e. Date of tardy 
f. Number of times tardy 
g. Cases of tardiness 
h. Number of pupils ne1ther 
tardy nor absent 
i. Number of pupils truant 
j. Total number dropped or 
withdrawn 
k. Dismissed 
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QUESTIONNAIRE (Continued) 
It} Is used • fused 
Items lutilized If not but of and of 
by used question- actual 
whom at all able need need 
, 
2. Attendance 
a. Attendance at Holy Mass 
b. Number of days present 
c. Average daily attendanoe 
d. Average daily attendance (boys 
e. Average daily attendance 
(girls) 
f. Total number of days 
attendanoe 
g. Days present, if legal resi-
dence is inside local corpor-
ation 
h. Days present, if legal resi-
dence is outside looal corpor~ , 
ation 
3. Enrollment 
a. Total number enrolled 
b. Number of girls enrolled 
o. Number of boys enrolled 
d. Number of pupils enrolled, 
grades one to eight 
e. Enrolled in room or grade 
f. Class size 
4. General question 
a. Name of corporation in whioh 
pupil has legal residence 
Please add any items needed in your 
school record and report system 
that I have not included in this list 
The thesis, "Reoommendations for Improvements in 
the Reoords and Reports Used in the Elementary Schools 
under the Direction of the Community of Poor Sisters of 
Saint Francis Seraph of the Perpetual Adoration,~ written 
by Sister Mary Petrona Eisenmenger,O.S.F., has been 
accepted by the Graduate School with referenoe to form, 
and by the readers whose names appear below, with 
referenoe to oontent. It is therefore accepted in 
partial fulfillment of the requirements for the degree 
of Master of Arts. 
John W. Soanlan, A.M. 
Rev. Austin G.Sohmidt,S.J. 
June 15,1938 
June 25,1938 
